Volunteer
Handbook

Introduction to
the Wilberforce
Trust

All transport costs in connection with visiting tenants and
going on outings will be met by the tenant’s house.
Other policies held by the Trust are available to view on
request.

Wilberforce Trust and
Volunteering News
Wilberforce Insight: Volunteers will automatically
receive the Trust’s newsletter (unless you advise us
otherwise) which contains a Volunteering section and
general news from the Trust. We are always keen for
volunteers to contribute to the newsletter so please just
let us know if you would like to do so.

Welcome to the Wilberforce Trust, thank you for choosing to volunteer with us.
The time and support you are willing to give will make a huge difference in
helping us to support and develop opportunities for people with sight loss,
including those with other disabilities, and enhance the quality of life for
those we work with. The contributions you make will help us to achieve our
vision to see a world in which all people with sight loss, including those with
other disabilities, are truly integrated in society with equal opportunities in all
aspects of life.
Our volunteers are valued members of the Wilberforce Trust, and we hope
that this information and the support you receive during your time with us will
be useful to you in your role.

Volunteer Expenses

How we will support you
It is important to us that volunteers feel
supported in their role. To ensure that you have
everything you need to undertake and enjoy
your role, you can expect the following from us.
Contact: You will be provided with the contact
details of the member of staff who manages
your role and also the Volunteer Co-ordinator.
They will be available to discuss any issues
or concerns with you, and to provide support
and information. You will also receive regular
supervisions which will be an opportunity to
discuss how you are finding your role and any
support you require going forward.
Induction: You will receive an Introduction to
the Wilberforce Trust induction session within
the first 6 months of starting your role. When
you begin your role you will also be introduced
to staff and volunteers, receive a tour of relevant
buildings, and be given any Health & Safety
information.
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Training: You will be provided with training
relevant to your role and to develop your
understanding of the Wilberforce Trust. Some
training will be mandatory (e.g. Safeguarding
Children and Young People training for Club
Wilber volunteers).
Ongoing support: Your Volunteer Co-ordinator
and the member of staff managing your role will
be available to provide ongoing support and
information either via email, phone or face to
face support. There will also be opportunities for
social gatherings with other volunteers and staff.
Information about opportunities: You
will be kept informed about volunteering
and fundraising opportunities, issues and
developments, usually via email. There is also
a private Facebook group where updates and
information is shared regularly (just search for
Wilberforce Trust Volunteers).

Travel: All Volunteers may claim travel expenses in
relation to agreed tasks for the Wilberforce Trust. These
may be either for mileage, at a stipulated rate, or for
public transport, providing tickets are produced as
receipts.

Volunteering Newsletter: A quarterly Volunteering
Newsletter will be distributed via email (printed versions
can be made available) throughout the year and we
encourage and welcome contributions from volunteers.
If you have any ideas for articles and would like to
contribute then please let us know. We would also like
to promote other activities which our volunteers are
involved in, such as raising awareness of other charities
you support, or the activities of any community groups
you are involved in, for example, so please get in touch
if you would like to share this information with others.
We also ask volunteers to help us put together profiles
about themselves so you can all get to know each other
a bit better. If you do NOT want to receive the
newsletter then please let us know and we will
keep a record of this.

For Volunteers who drive their own car on behalf of and
with the prior agreement of the Trust, a mileage rate is
applicable and should be claimed. Volunteer expense
claim forms can be obtained from your Volunteer
Co-ordinator or member of staff managing your role.
Purchases: If you need to make a purchase in
connection with your volunteering activities, then
a receipt must be obtained so as to claim back the
expense. This should then be attached to the Volunteer
Claim Form and given to the Volunteer Co-ordinator or
the member of staff managing your role.
Outings with tenants: If you are a Befriender, you
should not have to incur personal expense by agreeing
to take a tenant on an outing unless the expenditure is at
your own suggestion.
A volunteer who accompanies a tenant over a mealtime
will receive £5.00 towards the meal but you must provide
a receipt for the expenditure. However, a volunteer who
agrees to take a tenant out for a meal will have a meal
allowance relevant to the specific trip.
Volunteer Handbook | 3

Sensory
Awareness
Information
• If you are meeting a visually
or hearing impaired person
for the first time, you may
wonder how to behave.
The obvious advice
is ‘behave normally’. Talk
naturally, do not talk down
to them or address all your
remarks to someone else as
though the individual were
not there.
• Do not be afraid to say ‘nice
to see you’ or ‘see you
later’. Blind people often
say this too. The only
words to avoid are pitying
and sentimental ones.
• When you go up to a blind
or partially sighted person,
say ‘hello’ and who you are
(just in case he or she does
not recognise your voice).
Address the person by
name, but if you do not
know it or cannot
remember it, lightly touch
their arm to indicate to
whom you are speaking.
• Before you move away
from them, say you are
about to leave. Anyone
feels foolish talking to an
empty space.
• Remember not to leave
doors half open or things
lying around on the floor.
You will be shown where
you may leave coats, bags,
etc.
• When getting a drink for
a blind or partially sighted
person, always explain
where you have placed the
drink in relation to the
person. Please check that
the service user does not
use a specific cup type.
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• When interacting with a
hearing impaired individual,
always make sure you have
the person’s attention
before speaking, and face
them whilst speaking, do
not turn away, standing
with your face to the light
and making eye contact
where possible.
• When beginning a
conversation, start
by making the topic of
conversation as clear as
possible.
• Speak clearly and naturally
and use facial expressions.
• Remember to take your
time and be patient. Repeat
or rephrase what you have
said if you need to as some
words might be tricky to
understand. If you’re stuck,
try writing it down!
• Never make assumptions
about communication
preferences. Some people
use sign language, some
use lip reading – most
people use a combination
of approaches.
• Make sure there isn’t lots of
noise in the background
or try to talk to someone
from across the room.
• Don’t cover or put anything
in your mouth whilst
talking.
• Avoid standing with your
back to a window- this can
turn your face into a
shadow and make it harder
to lip read.

Volunteer
Reward and
Recognition
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more. Going for a jog, filling volunteering
the boys paddling
pool, making sure that the spoon she uses for
mixing cakes doesn’t end up inside the cake are all
challenges she hadn’t faced before.
During lockdown even going to the local shop
became difficult and when the schools closed,
initially Kelly was left with the daunting prospect
of home schooling her children without being able
to see the onscreen work the school had set for
them or access the on-line resources and printed
worksheets.
She was at her wit’s end when she contacted
our YorSensory service and Tom, our Technology
Adviser, was able to talk Kelly through Google’s
accessibility features and other IT fixes so that she
could access large font and audio on her son’s
computer. At last she could help him with school
work.
“I really needed that call” said Kelly. “Afterwards,
I cried with relief as I had been feeling too
overwhelmed by it all. I felt I had not been
forgotten and I was reassured that I’d be OK. Just
don’t go away!”
During lockdown, she has become a history nut
herself and shares her son’s massive enthusiasm
for the Elizabethans. With the boys now at school
she has been able to build up her own skill set
by taking a course at York College in advice and
guidance which is giving her new options for
future work.

Volunteering
Activity
As a volunteer you may contribute lots
of time, or maybe just the occasional
few hours over the course of a year, or
sometimes be unable to volunteer at all
– we value every minute our volunteers
are able to give.
It is important to us that we are able
to demonstrate just how much time
volunteers overall give to the charity
and to celebrate all the contributions
you make in the myriad of roles which
volunteers undertake. This may even
help us to inspire others to become
volunteers as well. We are keen to
make the voice and presence of
volunteers an even more central part
of the organisation and gathering this
information and sharing it with others
is one way in which we will be able to
do this.
Over the course of your role, the
Volunteer Co-ordinator will ask you
to send information regarding your
volunteering activity so that we are
able to build an accurate picture of
all the wonderful work our volunteers
do. Please help us by completing this
information as it’s so important that we
are able to showcase your input!
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The importance of
boundaries

Appropriate professional boundaries
are expected to be adhered to by all
Wilberforce Trust staff and volunteers.
It is not permissible (and in some instances, may
be unlawful) for an individual to:
• Engage in, or attempt to engage in, sexual
relations or sexually inappropriate
relationship with a child, tenant or service
user
• Make sexually suggestive or derogatory
remarks or gestures to, or in the presence of
staff, other volunteers, a child, tenant or
service user

Providing support to tenants, Club
Wilber families and service users can
be emotionally demanding as well as
rewarding, which is why is important to keep
boundaries in mind, for you as well as for
all service users. We also want you to feel
confident and clear about what the purpose
of and limits to your volunteering role are
and what your role entails.
Within your role, you will naturally build a
rapport and relationship with individuals
you are supporting and working with. This is
something we do encourage as one of the
purposes of our volunteering roles is to provide
warmth, social connection and support to
service users. However, it is also very important
to be aware of and to respect the boundaries
of your volunteering role. To support you to do
this, outlined below is some guidance around
expectations and where to turn to should you
need support.
It is recognised that volunteers may develop
relationships of a social nature with those they
are supporting. It is important that you are
aware of the implications that can happen for
those individuals and yourself as a result of this.
Sharing information about yourself will enhance
the relationship you build with an individual
you are supporting, however, be mindful about
sharing personal information in too much detail,
such as health, money, or work concerns, or
about personal relationships. Focus on the
individual and listen to their needs.
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• Use their status or position to groom, form, or
promote relationships with any child, tenant
or service user, either face to face or online,
which are of a sexual nature, or which may
become so
It is not recommended that you communicate
with individuals you support via social
media platforms or your personal phone
number. Communications to co-ordinate your
volunteering activities should be through the
member of staff who manages your role or the
Volunteer Co-Ordinator.
If a service user asks something of you which
you are not comfortable with, please always
speak to your main volunteering contact, who
will be able to provide advice and support.
As a volunteer you are not required to
undertake any personal care requirements,
medication administration, or moving and
positioning tasks for service users. These are
the responsibility of members of staff or carers,
who should not ask you to undertake either of
these roles.
It is not appropriate to lend money to or borrow
money from service users.

• Exchange money, employment, goods or
services for sexual favours
• Accept significant gifts or incentives from
governments, beneficiaries, donors, suppliers
or others
• Allow individuals to gain access to children,
tenants or service users, without having
completed the appropriate checks and
processes

• Possess abusive images of any children,
tenants or service users
• Be alone with children away from
organisational or designated premises, such
as taking them out on trips unaccompanied
by other adults or transporting them alone,
unless the reason for this is part of a work
plan authorised by a manager and with the
consent of parents/carers where required
• Breach confidentiality or seek information to
which you have no right of access
• Engage in activities either in the work
environment or home life or online which
might damage the reputation of the
Wilberforce Trust and undermine our
responsibility to safeguard children, tenants
and service users.
Everybody involved in the work of the
Wilberforce Trust should be treated with
respect and politeness at all times and
should treat others in the same way.
As part of your role you are required to follow
Volunteer, Health and Safety, Safeguarding
and Expenses policies, and adhere to the
agreements set out in the Volunteer Agreement.
Service user privacy and confidentiality is of
the utmost importance and must be respected
as outlined in the Confidentiality and Data
Protection policies and statements.

• Encourage or assist others to break the law
in any way
• Engage in any form of sexual harassment
• Use their position to intimidate, bully,
threaten, injure, discriminate against, coerce
or undermine any staff member, other
volunteer, child, tenant or service user
• Either exaggerate or trivialise child or adult
abuse
• Invite a child, tenant or other service user
that has been met through placement or
volunteering into their home
• Carry out duties or volunteering whilst
affected by alcohol, solvents or drugs
• Be in the possession of, or profit from the
sale of, illegal goods or substances
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The people you support
Stacey is the Mother of two of our Club Wilber
children; we asked her to tell us why she joined Club
Wilber, and what impact the group has had on her
family.
“I wanted to start with saying thank you to you all for
supporting Club Wilber; my daughter Evia, who is 7, is
blind (no light) due to neurofibromatosis type 1 (also
known as NF1) causing her to have an optic nerve
glioma (a slow growing brain tumour in and around the
optic nerve, which connects the eye to the brain).
She has loved being a part of the charity and making
friends; she has just recently made a card for another

member and enjoyed finding out about them and their
family. She also especially loves the scavenger hunts
where we have to find things to take pictures with.
Elliott, her brother who is 6, loves that he can be part
of the group as well, and making new friends. He has
especially liked all the craft activities which have been
sent to keep us busy while in lockdown.
We are all looking forward to meeting the friends we
have made in person. It’s great for parents to be able
to get to know some of the other parents who also
have children who have a visual impairment, for the
children, and especially the siblings, to meet other
children and make friends”.

Two of our volunteers interviewed one of our
tenants, John, to find out more about him, and
his experience living with the Trust. John is an
example of one of the tenants who volunteers
are able to support as a befriender.
“John came to the trust on August 20th 1973, as
a 17 year old boy, after his Mother heard about
the Trust’s work. John has been blind since birth
and has led life to the fullest with the help of
his support network. He spoke in great depth
about the wonderful people he has met at the
Wilberforce Trust and of how those people have
changed and continue to change his life for the
better.
On meeting John, it was hard to ignore his
passion for life and his love for stories, music
and friendship. He spoke of how he started
writing poetry in 1998 and even come second in
a poetry competition. His creativity really shone
through during our meeting; “what I do love is to
be creative, to be creative is...to look at things in
another way”.
John described a very moving experience to us,
he began by saying, “my world was very dark at
one time, and being blind can be an awful thing,
horrible, scary…and when you can’t see things
the world is like no light, completely black…’. But
then his support network at the Wilberforce Trust
illuminated his world; “they always tell me when
the stars are shining, I can’t see things but it’s a
wonderful thing people describing all the colours.
And Joan described a beautiful evening for me, all
the pinks and reds”. The impact that these dear
friends have on John’s life was made clear as he
reflected on what “a wonderful experience [it is] to
notice that my world wasn’t dark anymore”.
John also loves music and singing – his world is
a musical one, and his favourite song is a simple
one steeped in nostalgia, Twinkle Twinkle Little
Star. It always reminds him of the night sky that’s
described to him by his lovely friends.
John’s involvement with the Wilberforce Trust
has spanned many years. He has witnessed how
the Trust has grown and changed, telling us how
although originally feeling much more institutional,
the work of the Trust has increasingly impacted his
life for the better. When describing some people
who have made a very significant impact he
discussed their, “lovely understanding and clear
open mind” as well as how they, “opened the door
to my life in such a lovely way”. For him, it is clear
the people around him are what has made the real
difference to John’s life”.
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Thank you
Finally, thank you for supporting the Wilberforce Trust and our families,
tenants and service users. We could not do the work we do without
our volunteers and the time, effort and skills you contribute. We hope
you enjoy your volunteering experience with us!

Key Contact Details
TheWilberforceTrust
@WilberforceYork
@wilberforcetrust
The Wilberforce Trust
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Pip Myring

p.myring@wilberforcetrust.org.uk
07580750406
Join our private volunteers Facebook
group by searching for Wilberforce Trust
Volunteers. Follow our social media pages
for the latest Wilberforce Trust news
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