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                                 WELCOME TO LEEDS

Guidelines and agreement for volunteers who have offered to support a newly arrived asylum seeker in Leeds.
1. After a brief discussion with the Welcome to Leeds co-ordinator who took the referral from the Induction Centre, the volunteer contacts the client, letting them know that they are from the Welcome to Leeds project and would like to show them around to help them settle in. Time and place to meet is arranged. 
2. Arrange to meet the person either in their house or at a venue as pre arranged on the phone. If the volunteer prefers to meet the new person in a neutral place then they can do so, however it is recommended that the volunteer try to catch the bus with the client to the city centre/ relevant organisation or group in order to demonstrate how this works.  Make sure the client knows you are from Welcome to Leeds! Phone calls can be made from RETAS in order to cut costs for the volunteer.
3. Initially the Volunteer does a general walk about with the person in town – showing them how to join the Library, where the bus station is, how the buses work, where the market is, etc. Very importantly on the first visit or at least 2nd, the new person should be taken to the Refugee Council. They have an advice service and a help line in different languages, including a men’s group, women’s group plus English classes, see support services sheet.

4.  Volunteer can collect a map from the Information office next to the railway station – go through the map with the person before the walk around town. (Optional, depending on the needs of the client).
5. Volunteers can claim travel expenses if absolutely necessary since funding is limited.

6. Remember that the primary aim of this project is to get the person on their feet, connected into services, creating basic independence as quickly as possible.

7. If the volunteer is unable to meet with the client within a 2 week period for any reason, the coordinator must be notified as soon as possible. 
8. When going to any organisation or group, always introduce yourself as being from Welcome to Leeds and introduce the new person to the leader or a volunteer, so they are aware of the client being new. Encourage the client to meet new people and make friends by introducing yourself and them to others there. We try to encourage the client to have as many different people and places of support.
9. Volunteers should arrange to take the person to a range of support services that are most relevant to their needs, taking into account things like the distance from their house, for example if the person lives in Armley they would benefit from going to Meeting Point. The volunteer is to choose from the list of suggested support services we provide separately.
10. We recommend no more than 4 visits in person, by which time the individual should be successfully connected into services/groups which can offer longer term, specialised support. In exceptional circumstances additional visits may be required with the permission of the Welcome to Leeds co-ordinator. 
11.  If during this period that the Volunteer meets up with the person, they (the Volunteer) think that the person has a serious problem that needs immediate attention then the Volunteer needs to report this immediately to the Welcome to Leeds co-ordinator or a RETAS staff member who will then take it up from there. For example if the person develops an illness, has an accident or in fact shows signs of mental illness.

12.  Near the end of the process the Welcome to Leeds coordinator will discuss with the volunteer what the next steps may be for the client, e.g. will they need to be referred to a befriending network or are they well enough connected to proceed independently? Do they need to be referred for any mental health support? How has the process gone for both parties involved?

RETAS and the Welcome to Leeds project is a confidential service to the people we work with. We believe that people are entitled to choose if information about them can be passed on to other agencies or individuals. Please do not reveal personal information about clients to anyone outside of the project without the client’s consent.

_______________________________________________________________________________________________________________________________________________________
I confirm that I agree to abide by the Welcome to Leeds guidelines.

Name: ..............................................................................................................

Signature: ................................................................     Date: ............................
Coordinator’s signature: ..................................................................................
