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VOLUNTEERS




The Victim Focus Desk (VFD), provides an enhanced service to victims of crime from the point of allegation of a crime.  Working with the Officer in the Case (OIC) and Crime Management Unit (CMU), victims are kept updated during the whole investigation process. The Unit ensures appropriate referrals to other agencies are made including Victim Support (VSS), local government bodies and other agencies.

Volunteer Role Profile    

Title:


Admin volunteer - Victim Focus Desk (VFD) 

Responsible to:  
Victim Focus Desk Unit Manager and the Met Volunteer Programme (MVP)

Volunteer Co-ordinator on borough

Overall Purpose:
To enhance and add value to the tasks undertaken by paid staff to support unit’s work.

Expected

Improving service delivery will increase victim and witness care by Outcomes:

encouraging trust and confidence in the Metropolitan Police Service (MPS).
Hours required: 
It would be appreciated if the volunteer can commit to a regular three to four hourly session on a weekly basis to be agreed between the volunteer, MVP Volunteer Co-ordinator and Unit Manager. Time given must not exceed 40 hours per month (to include supervision and training time).

Main responsibilities:

· Developing, updating and maintaining a unit contact referral directory of local support services. 
· Giving support to dealing with telephone calls at peak periods to support MPS staff,  taking messages and informing relevant member of staff.  
· Completing template letters with details supplied by MPS staff, putting in envelopes and preparing for post. These letters confirm details communicated  by VFD clerks which have either been telephoned through or are sent in the absence of a response.

· To contact other organisations, partner agencies or MPS units to deal with unit’s queries and revert back to MPS staff with response

Skills and Knowledge:

· Confident communication skills including a professional telephone manner

· Some experience in office administrative/organisational procedures

· Positive and welcoming interpersonal skills

· Willingness to learn about police procedures and wider partnership services

Attitude and Personal qualities:

· Ability to deal with sensitive and confidential information in an appropriate manner

· Able to give time alone or as part of a team

· Being courteous to all with respect for diversity

· Open minded with a non judgemental attitude

Training requirements:

Mandatory training to be undertaken before giving time

· MVP Volunteer Induction Programme to include modules on:

Diversity 

Manual Handling

Conflict Management

Health & Safety

· Aware Training

· Unit Specific Training

· Operation Emerald specific training module


· Dealing with vulnerable and intimidated witnesses

· The role of Operation Emerald within the Criminal Justice process

· Telephone techniques

· Victim Support and the Witness Service

· The Code of Practice for Victims of Crime
Please always feel free to contact your Volunteer Co-ordinator if you have need to do so:

MVP Volunteer Co-ordinator
Name


Telephone Number

MVP VFD Manager

Name


Telephone Number

A volunteer will never:

-
Under any circumstances, reveal personal details of a witness to any third party unless 



authorised by the VFD Manager.

-
Discuss the evidence of the case or give an opinion as to the likely outcomes at court

If you have any doubts or worries, you are encouraged to discuss these with the Volunteer 

Co-Ordinator or Unit Manager at the end of each session of volunteering, rather than go away with doubts or worries unresolved.  Thank you for giving your time to the MPS
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