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ACTIVITY LEADER – VOLUNTEER ROLE DESCRIPTION

Purpose of the role: To lead group sessions with small groups of Back on Track service users, to enable them to have a successful experience of activities and to gain confidence and skills. 
Reports to: Project Co-ordinator
Aim of Back on Track
Back on Track has provided learning and skills services for adults since 1977. We work with adults (aged 18+) who are recovering from a period of problems and instability, due to issues such as drug and alcohol addiction, homelessness, long-term enduring mental health needs, or trouble with the law. Our aim is to enable people whose lives have been held back by failures in the past, to make a success of education and work. We have an education and training centre for disadvantaged adults in Manchester city centre. We also run outreach sessions across Greater Manchester. 
Back on Track services
· Outreach courses which take place in hostels and day centres, to engage people who otherwise would never attend a training centre.

· Short courses in a variety of subjects, including literacy, numeracy, art, pottery, drama, computers, cookery, etc. 
· Training programmes of 12 weeks which provide introductory training in e.g. office and admin skills, catering and hospitality, etc

· A weekly ‘activities day’ which gives our service users a chance to try new activities in a group setting (e.g. museum visit, walk, yoga session)

· ‘Work experience’ sessions which gives our service users a chance to have a go at volunteering in a particular field for a few hours (e.g. catering, painting/decorating, grounds maintenance, office work)

· An information and advice service, through which we help service users move on into employment, voluntary work or further education.

Back on Track services take place on weekdays in the daytime and follow a weekly schedule, so volunteers need to be available for a regular slot each week.

Role of Activity Leaders
Activity Leaders are responsible for leading a small group of service users (usually between 3 and 10 people) in a positive activity which builds their confidence and skills. The Activity Leader is responsible for planning and co-ordinating the session, ensuring the activity gets completed safely and successfully, and gently managing the group dynamics to ensure everyone has a positive experience. The Activity Leader will often be supported by Volunteer Mentors, who assist with the session. 
We are always looking to develop the activities that we can offer and we welcome new ideas! Current activity sessions include:
· Work experience session in the training centre (currently every Friday). Leading a group doing catering, painting and decorating, office work or gardening

· Work experience session outreach (varied days). The Activity Leader will lead a group doing gardening, ground work or other activities on another site (e.g. the premises of another charity), plus help with transporting participants (in Back on Track vehicle)
· Weekly ‘activities day’ in the training centre (currently every Tuesday). Activities might be: discussion group, visit to a museum, group walk, information session with a guest speaker, health and wellbeing session.
Main Tasks:
· Liaise with the Project Co-ordinator re: planning of sessions
· Plan activities using own initiative

· Prepare necessary equipment / materials for activities

· Motivate and engage with the group

· Provide instruction / briefing to participants at the start of the activity

· Supervise the volunteer mentor(s) who are supporting the session (e.g. giving them a briefing before the session starts)

· Ensure that participants are safe and that risks/hazards are addressed

· Manage the group dynamics between members during the activity and encourage a positive and friendly atmosphere

· Answer informal queries and provide information about Back on Track’s services or other opportunities
· Lead a short evaluation / feedback discussion with participants at the end of each activity

· Abide by the Back on Track policies and procedures
· Maintain an open and non judgemental attitude     

· Maintain appropriate boundaries at all times
· Attend training and respond to feedback about own delivery of the volunteering role.
Commitment - Back on Track services take place on weekdays in the daytime. Most activities take place on a regular weekday slot for several weeks in a row, Activity Leaders need to be available for a regular slot during the week for several weeks in a row (e.g. every Tuesday afternoon for 6 weeks) so that we can plan. In addition, we sometimes require Activity Leaders for additional one-off activities on irregular days.

it is hoped that Activity Leaders can attend regularly at agreed times and volunteer for at least 12 months.
Training and support
· An initial induction is given to all volunteers (two days) at the start of their volunteering.
· Volunteers are also warmly encouraged to attend training and development events which are held by Back on Track several times throughout the year. (Training includes topics such as ‘Drug and Alcohol awareness’, ‘Working with ex-offenders’, ‘Basic skills awareness’)
· Each term, Back on Track holds a volunteer meeting which is an opportunity to give feedback and contribute ideas, as well as meeting other volunteers 

· Volunteers report to a designated Co-ordinator, and individual feedback sessions can be arranged.

Expenses

Back on Track will repay the cost of travel to and from the centre for volunteering sessions.
Person specification – Activity Leader
These are the skills and qualities you need to be a volunteer in this role. We will look at these areas via application form, interview, and trial sessions.
Skills

· Ability to lead a small group of adults in an activity
· Ability to relate to a range of people

· Ability to manage group dynamics confidently 

· Knowledge / skills in a practical area in which meets an identified need at Back on Track (e.g. catering, painting/decorating, art/craft, wellbeing, discussion group, construction, walking tour)
Attitude

· Non-judgmental attitude

· Flexibility and patience

· Reliability and willingness to attend regularly

· Commitment to equal opportunities

· Willingness to respond to feedback and constructive criticism

Knowledge

· Understanding of health and safety in the workplace
