Croí na Gaillimhe
A Resource Centre of the Society of St. Vincent de Paul,
Maureen O’Connell House
1 Mill Street, Galway.
Charity Reg. No. CHY 6892
Phone: 091 895203 Email: lorettaneedham@gmail.com

Volunteer Handbook

Dear …………………………….
Welcome to Croí na Gaillimhe Resource Centre, Maureen O’Connell House and thank you for
choosing to volunteer with us. This handbook contains general information about volunteering in
the Resource Centre. Our Policies and Procedures are at the back of the handbook and it is
recommended that you read these in your first few weeks.
If you have any further questions or suggestions to make about how we can improve on what we
do, please let me know.
We hope you enjoy your time with us,

Kind regards

_______________
Loretta Needham
Manager

This project is assisted by the Maureen O’Connell Fund of the Society of St. Vincent de Paul.
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Croí na Gaillimhe Resource Centre opened in 2009 offering social, educational and developmental
supports for people who find themselves isolated or socially or economically excluded.
Our mission statement is:
To provide an intergenerational and intercultural place of welcome in the heart
of Galway offering a broad range of social and learning support especially for people in need. To
do so in a way that is participant-centred, is rooted in equality, complements other services in
Galway and acts as a model of inclusive interaction for others.
The Resource Centre is one of six resource centres1 run by the Society of St Vincent de Paul (SVP).
The Centre was funded under The Maureen O’Connell Bequest from 2009-2011. The Centre is two
third funded by The Maureen O’Connell Bequest from 2012-2014 and one third funded by the SVP
Area Council. Fundraising will be an essential source of funding into the future.
The SVP
The Society of St. Vincent is a Christian lay voluntary organisation working with the poor and
disadvantaged. The SVP works in a practical way to address poverty and social exclusion while
ensuring that the structures which cause disadvantage are removed. The SVP is the largest
volunteer organisation in Ireland with over 10,500 members.
Our Aim
The aim of Croí na Gaillimhe is to offer people who feel isolated or vulnerable a place of welcome
and a choice of activities in which they can develop skills and meet with other people.
Our activities are designed to meet the needs of older people, parents, migrants and refugees.
We also strive to increase and enhance intergenerational and intercultural activities, bridging the
gap between different ages and nationalities in our community.
Our work
We offer a broad range of activities and courses for all age groups:
Older people: We provide a lunch and social club twice a week with a wide variety of activities
and workshops. We organise a wide range of classes e.g. Computers, Creative Writing, Drawing,
Painting and Movement and Relaxation. We run a monthly Tea Dance and we have a Knitting
Club.
Parents Network: We have a support network for parents that meet once a week. We organise a
range of information sessions and workshops of interest to parents.
Fáilte Isteach: This is a weekly conversational English class for migrants and is delivered by
volunteers.
1

The other centres are in Cork, Dublin, Kerry and Mayo.
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Mens club: A men’s social club is held weekly offering social support.
Adults: We run various training courses of interest to adults e.g. Money Advice and Budgeting,
Leadership Programme: Training for Transformation etc.
Intergenerational Programme of Learning: We deliver this programme during the school year with
transition year students and older adults.
We have volunteers involved in most of these activities both in a supporting and a lead role.
Staff involved
Croí na Gaillimhe Resource Centre has a number of core staff and we often have students on
placement as well as our group of volunteers. We usually have up to 70 volunteers involved every
week.
Loretta Needham:
Ger Gibney:
Aisling Bell:
Loyola King:
Janet Kehelly:
Mike Fleming:

Centre Manager
Reception
Office administration and computers
Older People Services - Activities Coordinator
Parents activities - Project Worker
Caretaker/Security

Volunteer Men’s Group Facilitator: Honza Konvalinka
Each volunteer has a supervisor who will be your contact person. The table below lists the
supervisors for each area. The office phone number is 091 895203.
Name
Aisling Bell

Job Title
Reception /Admin

Email Address
abellsvp@gmail.com

Loyola King

Supervisory Responsibility
Computer Tutors
Creative Writing
Tea Dance
Tutors: Drawing, Painting and
Movement and Relaxation
Knitting
Social Club: Lunch and Social
Club helpers

Activities Coordinator

lkingsvp@gmail.com

Janet Kehelly
Loretta
Needham

Tutors: Fáilte Isteach
Point of Contact for all
Volunteers

Project Worker
Manager

jkehellysvp@gmail.com
lorettaneedham@gmail.com

3

Volunteering in Croí na Gaillimhe Resource Centre
1.
Environment
The Resource Centre is a place of welcome and all our staff and volunteers are expected to treat
each other, and the people who come into the Centre with respect and friendship. Many of the
members experience social exclusion and disadvantage of some kind, so we want the Centre to be
a place where people look forward to coming, feel welcome and secure.
2.
Induction
All volunteers have induction appropriate to their role. Common to all volunteer induction is an
introduction to Croí na Gaillimhe Resource Centre, the SVP and an overview of volunteer policies
and procedures. Each volunteer will be made aware of what their induction involves.
3.
Volunteer Agreement
A Volunteer Agreement is a statement of understanding between you and Croí na Gaillimhe
Resource Centre which outlines our mutual responsibilities. It includes details about your role
and your commitment as well as what you can expect from us.
All volunteers have a volunteer agreement.
4.
Attendance
When you commit to being a volunteer you are then included in a volunteer schedule. It is
important that you let us know, at the earliest opportunity if you cannot come in. If you are
going on holidays or need to take a break please give as much notice as possible. If you regularly
don’t come in then we will need to discuss your availability and commitment.
5.
Training
Some volunteer roles require training before you start your role while others offer training while
doing the role. On occasions there may be training offered which may be optional or a
requirement. We will give as much notice as possible about training dates.
6.
Volunteer meetings
You will meet with your supervisor within a specified amount of time of starting as a volunteer.
This initial meeting will give you the opportunity to ask questions, seek clarification and get
feedback on how you are getting on. Your supervisor will then meet with you on an agreed basis.
If you would like to meet with your supervisor outside of these times please arrange a time to
meet with them.
On occasions volunteer meetings may be organised. These meetings usually are about sharing
information and updating you on what is happening in the Centre.
7.
Volunteer noticeboard/New opportunities
If there are other volunteer opportunities you would like to know more about please talk to your
supervisor. All notices on new volunteer opportunities and relevant information to volunteers are
posted on the volunteer noticeboard.
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8.
Volunteer recognition
The Resource Centre could not carry out its work without your involvement. Throughout the year
we hold meetings and events to acknowledge your contribution.
If there is any volunteer or group which you think we should mention for special recognition
please let us know.
9.
Relationships between Volunteer and service users.
Our success is based on the mutual respect we have for each other. While it’s natural for
friendships to develop between volunteers and service users the following outlines the
boundaries of our relationships. Please talk to your supervisor if you have any questions or
concerns about any of the points below.
Please do not:
•
Give advice or counsel
•
Discuss peoples details with other people in the Centre or outside
•
Lend or give money
•
Meet people socially outside the Centre
•
Invite people to your home
•
Pass on your contact details

Make any reference to people you meet in the Centre on social media sites or similar.
10.
Expenses
Any out-of-pocket expenses need to be agreed in advance with your supervisor or the manager.
You need to bring in a receipt, complete a volunteer expense form and then get it signed by the
manager. You will be reimbursed in reception.
11.
Issues that arise
There may be issues that arise which you want to talk to your supervisor about and issues may
arise which they want to talk to you about. It’s important that any issues are shared and resolved
as quickly as possible.
If you feel that an issue isn’t resolved to your satisfaction then you can arrange to meet with the
Manager, Loretta Needham. For more information please refer to our policy and procedure on
dealing with issues that arise
12.
Access
To allow anyone access to the Resource Centre the following procedure must be strictly followed:
•
Everyone must sign the visitor’s book when they come into the Centre.
•
Whoever releases the door is responsible for ensuring that the door is closed after them.
•
This ensures we know who is in the building at any given time.
13.
Dress
We want people to be themselves but ask that you dress in a way is appropriate to the
environment.
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14.
Social media
We ask that you do not discuss our work or the people we work with in the Centre on your
personal social media sites. By all means join us on Facebook and our Blog.
15.
Parking
There are no parking facilities available at the Centre. Anyone (staff, volunteers, students and
visitors) coming to the Centre is responsible for their own car parking. Due to Health and Safety
reasons no cars are allowed park in the entrance to “Maderia Court” which is on the right side of
the building through the gateway.
16.
Bicycles
There is no space in the Centre to lock bicycles. Please do not lock your bike to the gate outside
or bring the bike into the hallway.
17.
Lost Property
Any items left behind in the Centre are to be placed in the lost and found box which is located in
the front office. Any items left unclaimed for a period of six months will be sent up to the St
Vincent de Paul Shop, in Merchants Road, Galway.
18.
Smoking
The Centre is strictly a NO SMOKING building. Under no circumstances can anyone smoke in the
building. There is a space allocated outside the building for smokers and ashtrays are provided.
People need to be conscious at all times of the fact that there is residential housing next to the
Centre and keep noise to a minimum.
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Croí na Gaillimhe Resource Centre Policies
Equal opportunity and Anti-Discrimination
The Croí na Gaillimhe Resource Centre promotes an atmosphere of equal opportunity for all and
will not accept discrimination of any form. Should you witness or hear
of discrimination in any form please report it immediately to the manager.
Fire Procedure
Please note the Fire Procedure notice is located on each hallway and landing throughout Croí na
Gaillimhe Resource Centre. It is the responsibility of each person in the Centre
to be aware and familiar with this procedure. It is also the responsibility of all trainers and
facilitators to ensure that all course participants are familiar with the procedure and escape
routes. This should be done in the first class of the new term and in the clubs, talk your group
through the procedure and walk the escape route for familiarity.
Notice will be given of all fire drills that happen in the Centre. It is planned to hold a fire drill four
times a year. When the alarm sounds follow the procedure and continue immediately to the
meeting point by turning right at the front door, up Mill St to Green Gateway beside the
Camelot Apartments.
Fire Extinguishers
Fire Extinguishers are located on the main floors and at central locations throughout
the Centre.
Health and Safety
In the Centre we try to promote a safe environment. To do this:
 Keep spaces clear.
 Keep all doors locked – Keys for all rooms are available at all times
from the front office.
 Ensure that all cords and cables are kept out of harm’s way and that all work
spaces are clear and safe at all times.
 Walk, do not run.
 Report any hazards to management and/or staff.
At your induction meeting you will receive a “Volunteer Safety Handbook”.
It is also your responsibility to read through the Centre “Safety Statement” that will be made
available to you at the Volunteers Station outside the Social Room or in the Front Office.
First Aid
Please note that First Aid boxes can be found at the following locations:
 Front Office
 Social Club Room
 Computer Room
 Achill Island Room
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All full time staff are holders of an up to date first aid certificate. All accidents must be reported to
the front office as soon as possible where first aid will be carried out if necessary.
Accidents/Injuries
Any accidents that may occur in the Centre to yourself or to those in your care
or any injuries received while in the Centre must be reported immediately and in detail by
completing an ‘Accident/Incident report form’ which can be found in the‘Health and Safety File’
in the front office.. This file is easily accessible at all times. If injuries are serious enough to
warrant medical treatment please inform management as soon as possible so that appropriate
action can be taken. Remember accidents/incidents may not seem serious at the time but can
become serious at a later time so ALL incidents, however minor they seem, must be reported in
the above manner.
Child Protection
All volunteers (who will be interacting with children under the age of 18 years) at the Centre must
undertake Child Protection training. A copy of the ‘National Guidelines for the Protection and
Welfare of Children’ will be given to all volunteers prior to their becoming actively involved in the
Centre if involved with children. If anyone suspects child abuse or has concerns for the welfare of
any child attending the Centre they should follow the following procedure:
 Complete in detail the ‘Child Protection Form” available in the ‘Health and Safety File’
located in the front office.

 The “Health and Safety File” is easily accessible at all times.
 This report must then be given to the Manager who will deal with the incident in an
appropriate manner
Elderly Protection
All volunteers who are interacting with older people at the Centre must be respectful to older
people and don’t abuse them in any way. We run prevention elderly abuse workshops and invite
volunteers to attend.

SVP Policies
Safety policy statement
 The Society of Saint Vincent de Paul has a legal responsibility to ensure
the health, safety and welfare of employees, volunteers, those whom we assist and
visitors.
 Our objective is to comply with the Safety, Health and Welfare at the Work Act 2005, all
applicable Occupational Health and Safety Legislation and any subsequent legislation
 The success of the Policy will depend on your co-operation. It is therefore important that
you read the Safety Statement and Risk Assessments carefully
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to understand your role and the overall arrangements for environmental, health and
safety within the society.
The Statement and Risk Assessments for your place of work will be communicated to all
employees and volunteers. They will be reviewed in the light of experience and
developments and amended accordingly at the earliest opportunity.

A copy of the “Safety Statement” is available at the volunteer station outside the Social Room.
Personal Safety
The Society will take care to ensure the safety of all employees as far as is reasonably practicable.
As an employee you also have legal responsibilities in particular:








Take care of yourself and others so as not to cause an incident or accident.
Co-operate with the Society where it is complying with its safety duties.
Please remember the Society is striving to ensure a safer workplace for you.
Never interfere or misuse anything provided in the interests of safety.
Report any concerns you may have about the safety of your workplace
to your Supervisor or the Manager.
Things cannot be put right if we are not aware of the problem.
If you are involved directly or indirectly in an incident, near miss or accident
you must report it and ensure that it is recorded in the accident log.

Protection of Children and Vulnerable Adults
The Society of Saint Vincent de Paul is committed to creating a safe, healthy and inclusive
environment for all, particularly, the children, young people and vulnerable adults whom we
assist. We are committed at all times to ensuring their safety and welfare. We will endeavour to
safeguard children, young people and vulnerable adults by:
 Following carefully the procedures laid down for the recruitment
and selection of volunteers and employees.
 Providing for volunteers and employees through, supervision, support and training.
 Reporting concerns to statutory agencies that need to know and involving parents,
carers, children, young people and vulnerable adults appropriately.
 Adopting a child and vulnerable adult protection guidelines through a code of
behaviour for volunteers and employees.
 Sharing information about child and vulnerable adult protection and good practice
with children, young people, vulnerable adults, parents, carers, volunteers and
employees.
Should you have any concerns in relation to the protection and welfare of children, young people
and/or vulnerable adults please contact your supervisor or the manager.
A copy of the “SVP Protection and Welfare of Children, Young People and Vulnerable Adults” is
available at the Volunteers Station outside the Social Room.
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Alcohol/ Drug Abuse
 The Society prohibits the consumption, possession or distribution of drugs/ alcohol on the
Society property during work or on Society business. Arriving at work having partaken of drugs
or under the influence of alcohol is strictly prohibited.
 It is expected and required that both volunteers and staff be fully fit, both mentally and
physically, to carry out their duties and that no intoxicant (either legal or illegal) affects their
performance or renders them incapable.
 Any breach of this policy may result in the Disciplinary Procedures being invoked.
 The Society may require employees to undergo tests for intoxicants. In this event the tests will
be carried out by or under the supervision of a registered medical practitioner.
Smoke Free Workplace Policy
 It is the policy of the Society of Saint Vincent de Paul that all of its work places
are smoke- free environment. Smoking is prohibited throughout the workplace.
This policy applies to all employees, volunteers, contractors, customers, suppliers and visitors.
 Infringement by staff will be dealt with, in the first instance, under the employee’s disciplinary
procedure. Employees, volunteers, contractors, customers and visitors are also liable to
prosecution.
 The Society of Saint Vincent de Paul will encourage and support employees interested in
smoking cessation.

Environmental Policy Statement
 Sound environment management is an integral part of our total quality commitment.
 Through our charity work and business plans we will set and review our annual environmental
objectives and targets.
 We will apply the principles and practice of continuous improvement to pollution prevention,
waste reduction, reuse, recovery and recycling.
 We will communicate this policy to and promote environmental responsibility among our
members, donators, customers, suppliers and employees.
 It is the policy of the Society to comply with all applicable environmental legislative
requirements.
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Fire Evacuation Procedure
Any Person who discovers a fire:

1.

Raise the alarm by breaking the glass at the nearest Break Glass Unit.

2.

Leave the building and report to the designated assembly point, unless you can
extinguish the fire without endangering your life or others.

On hearing the fire alarm:
1. Leave the building and report to
the designated assembly point.

3.

Follow these instructions given by the appointed Fire Marshall.
- CLOSE DOOR BEHIND YOU
- USE THE NEAREST FIRE EXIT (May not be the normal exit)
- DO NOT STOP TO COLLECT BELONGINGS
- DO NOT LEAVE THE ASSEMBLY POINT
- DO NOT RE-ENTER THE BUILDING UNTIL THE PROJECT MANAGER OR
APPOINTED DEPUTY GIVES PERMISSION TO DO SO

ASSEMBLY POINT - Take a “right” outside main front door up Mill Street to Green
Gateway beside Camelot Apartments.
Remain there until otherwise instructed
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