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Introduction to volunteering for Transform

What is Transform?

Transform Drug Policy Foundation is a charitable think tank that seeks to draw public attention to the fact that drug prohibition itself is the major cause of drug-related harm to individuals, communities and nations, and should be replaced by effective, just and humane government control and regulation.

Transform has emerged in response to the increasingly apparent failings of current UK and international drug policy. As illegal drug use and the problems associated with illegal drug markets have continued to grow, Transform is providing new thinking on alternatives to the current enforcement-oriented regime of prohibition. 

Transform is currently 3 part-time paid staff and a board of Trustees - so volunteers are fundamental to the running of Transform.  With their help we manage to cover a great many more areas than we would otherwise be able to.  

What do volunteers do?

We have volunteering opportunities both in our Bristol office and home-based.  We can accommodate those with a few days on their hands or just a few hours.  

Volunteers work on a variety of projects, for example:

· contacting MPs, civil servants, non-governmental agencies

· contacting media, writing letters/articles

· carrying out research and policy development 

· writing briefings/ papers/policy documents 

· administrative tasks (eg organising mailshots, database management)

· keeping our website up to date and raising its profile 

· providing support for Transform staff

· working on specific ongoing projects

There is no obligation on Transform to provide suitable volunteering tasks and no obligation on the volunteer to do or accept any tasks offered. Transform volunteers are valued members of our team and make a significant contribution.

We operate an equal opportunities policy. 

Volunteers can give as much (or as little) time as they wish – although regularity or some idea of future availability is a great help for our strategic planning.  We do our best to accommodate time available, as well as the volunteers skills and experience.  We welcome suggestions and ideas for tasks and project work, but we have an existing project/task list from which the volunteer can choose/be given work.

What can I expect as a volunteer?

· Transform volunteers will not receive any remuneration for volunteering. Transform will provide basic expenses, this includes travel, lunch and other basic needs (e.g. stationary) for the period of volunteer work – to be reimbursed upon presentation of receipts. These will be agreed with staff before volunteering commences. For more detail, see Volunteer Expenses Procedure.

· Support, line management  & supervision – you will be allocated a staff member as your ‘manager’ and will work out between you how frequent supervision sessions are to be, and whether they are face to face, by phone or e-mail.

· Structured outline of duties (should this be required)

· Induction – usually at the Transform office (this may not always be possible, for example with overseas volunteers)

· At the end of your time as a Transform volunteer we will interview to ascertain what you felt was good/bad/could be improved about volunteering for Transform. If appropriate, Transform may supply you with a reference if required for future employment

· If requested by you, we will provide you with copies of relevant Transform Volunteer documents (see list below)

· A trial period – to establish how your time and skills can best be utilised 

· Opportunity to attend a ‘Volunteer Training Day’ at the Transform HQ – a chance to meet other volunteers, develop ideas and hone your skills (expenses paid).

· Insurance (volunteers are included within our public liability insurance)

You will also receive: 


A unique experience of working for a ‘one of a kind’ organisation on the cutting edge of social policy reform.  Beyond this your role will very much be defined by you.

You can potentially gain experience of:

· Working in a dynamic office environment

· Researching and producing briefings/articles for publication

· Using a range of computer packages, including website management, contact databases and desktop publishing and design 

· The drug policy field – in the UK, Europe and & beyond

· The workings of parliament, and Whitehall policy development

· Persuasion, debate and lobbying. 

· Working to deadlines, on dedicated tasks within a committed staff team

We require from you:

· To provide Transform with a completed simple volunteer form and to keep us up to date with your work/activities.

· To ensure any external public communications done in the name of Transform are approved by your Line Manager prior to dissemination. 

· To respect Transform’s code of professional conduct and other legal responsibilities (signing a confidentiality agreement - data protection act). 

Training:

· Should there be an aspect of work you feel you would benefit from training – Transform will consider this as an option to improve your performance as a volunteer.

How do we recruit volunteers?

We recruit volunteers from a variety of sources, eg: the web – both via our website and recommendations from others; similar organisations – local, national & international; word of mouth, etc.

Volunteer Information Documents

All of the following are available to you – you will be given some, and the others are available either in the office, or should you request them, by post or e-mail.  

Some are written specifically for volunteers, others are written for paid staff – but also apply to volunteers. These are:

· Volunteer form – to be completed

· Data protection – to be signed

· Volunteer Expenses

· Equal Opportunities policy 

· Health & Safety at work

· Code of professional behaviour

· Confidentiality form

Please contact a staff member if you have further questions/suggestions. 

Transform Drug Policy Foundation is a Registered Charity number 1100518.

A company limited by guarantee.  Registered in England and Wales.


