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WELCOME TO PARKINSON'S UK:

volunteer induction

Whether you’re helping out at a one-off event or making a
longer-term commitment, thank you for volunteering with us.

Everything you need to know about starting your volunteer
journey, from what Parkinson’s is, to how to manage your time, is in
this volunteer induction.

“On behalf of the team

What is th lunt
of volunteers who put ot e volunteer
Ic 1 I The four modules in this induction
together th IS | nd UCtlon’ aim to help you feel inspired,
I [ informed and supported throughout
we hope yOU en.J Oy It your volunteering
and your volunteering.”
Suzanne and Frank, Parkinson’s UK volunteers How do I use the induction?
Talk to your staff contact to find
p out which parts to complete for
Volunteers really are the your role. Send an email to
31020 7983 5328 Tyourenor
: : ’ ca if you're no
| |f€b|OOd Of Pa rkl nsons U K sure who your staff contact is.

On a dally baS|S | am |nSp|red It's up to you which order you complete

the modules in, and not all of them will

and mOtlvated by the energy’ be relevant to what you're doing.
commitment and drive of our  Howdol find out more

about volunteering roles

VOlunteerS Y for Parkinson’s UK?
. . ) . Change lives, meet new people and
Steve Ford, Chief Executive, Parkinson’s UK develop your skills. We have a range

of volunteer opportunities, just visit
parkinsons.org.uk/volunteer or call
020 7963 9328 to find out more
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MODULE ONE:

What is Parkinson’s?

You might be affected by Parkinson’s yourself and have some
knowledge of the condition. Or you might not know much about
it yet. Each person’s experience of Parkinson’s is different. As a
volunteer, it’s important that you understand how the condition
affects someone so that you can talk about our work and/or
best support people affected by Parkinson’s.

“We hope you'll find the
activities in this module
interesting and helpful
In preparing you to be a
volunteer with Parkinson’s
UK and in working with
people with Parkinson’s.”

Dick, Volunteer

What you’ll learn
At the end of this module, you can
expect to be able to:

- explain that people with Parkinson’s

don’t have enough of a chemical
called dopamine because some of the
nerve cells in their brain have died

+ list the common symptoms

of Parkinson’s

- understand that everyone’s

experience of Parkinson’s is different

- interact with people with Parkinson’s

appropriately

- provide our website address and

helpline number for people who
want to find out more about living
with Parkinson’s

Activities
This module consists of two tasks
and some top tips:

- Task one: What is Parkinson’s?
- Task two: True or false quiz
- Top tips
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“| decided to volunteer for Parkinson’s UK as
| wanted to be part of an organisation that
had a strong passion for helping people. |
was interested in learning about Parkinson’s,
a condition | knew very little about.”

Amilia, an administration volunteer
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TASK ONE:

About Parkinson’s

What causes Parkinson’s? What are the symptoms and how does
it affect someone’s everyday life? For an overview of the key
facts about the condition, please read the information below.

Defining Parkinson’s
Parkinson’s is a progressive
neurological condition. This means
that it causes problems in the brain
and gets worse over time.

The number of people diagnosed with

Parkinson’s in the UK is about 145,000.

That's around 1 adult in every 350.

People with Parkinson’s don't have
enough of a chemical called dopamine
because some of the nerve cellsin
their brain have died. Symptoms start
to appear when the brain can’t make
enough dopamine to control
movement properly.

There’s no cure at the moment. But
drugs, which need to be taken ontime,
and treatments can manage
symptoms.

What are the symptoms?
Symptoms and how quickly they
progress are different for everyone.
Some of the most common symptoms
are related to movement and include:

« tremor or shaking

+ slower movement

- walking with small, shuffling steps
- stiffness or cramping muscles

- freezing

« lack of facial expression

Some people can experience symptoms
not related to movement, including:

- depression

- tiredness

- pain

« skin, scalp and sweating problems
« hallucinations and delusions

What can you do to help?
There are lots of ways to manage the
ongoing issues and challenges of life
with Parkinson’s - our website has
plenty of tips www parkinsons.org.uk
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What'’s living with Parkinson’s like?

i “You can freeze to the spot.”
Terry

“You can lose the ability to communicate.”
Ben

“When I'm anxious, Parkinson’s affects me more
than usual and | really don't feel in control.”

Mark

“Your muscles can get so stiff, it's hard
to even move.”

Diane

“You can get very ill if you don’t get
your medication on time.”

Phil

“Because of my volunteering, | not only
know a little more about Parkinson’s
and research, but enjoy very rewarding
involvement in the work of Parkinson’s UK.”

George, lay grant reviewer
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TASK TWOQ:

True or false quiz questions

Thinking about what you know about Parkinson’s and what you‘ve
learnt from task one, decide whether each of the statements
below are ‘true’ or ‘false’. Turn over the page for the answers.

1
2

People with Parkinson’s

experience the same symptoms.

True / False

Every hour, two people in the
UK are told they have
Parkinson'’s.

True / False
People with Parkinson’s may
experience difficulty swallowing

food or drink.

True / False

Parkinson’s only affects the
over 50s.

True / False
The main symptoms of
Parkinson’s are tremor, rigidity

and slowness of movement.

True / False

b
7

8
9

10

There is no cure for Parkinson'’s.
True / False

Parkinson’s is caused by a lack
of the chemical dopamine in
the brain.

True / False

Symptoms of Parkinson’s appear
when all the nerve cellsin the
brain have been affected by a
lack of dopamine.

True / False

If a person with Parkinson’s has
‘frozen’, you need to shout at
them to get them to move.

True / False

To stop symptoms getting
out of control, people with
Parkinson’s need medication

on time, every time.

True / False
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TASK TWOQ:

True or false quiz answers

Thank you for completing the quiz. Find out how you did below.

False. Everyone’s experience True. But, with your help, were
of Parkinson’s is different. , working hard to find one.

True. Because we're here, no one
has to face Parkinson’s alone. True. This is because some nerve
cells in their brain have died.

weaker, which affects chewing when around 70% of nerve cells

muscles in the jaw and face z; False. Symptoms start to show
and swallowing. in the brain are affected.

common in the over 50s but help and be patient as it may
younger people get it too. take them a few moments to
get moving again.

False. Parkinson’s is more () False. It's best to offer someone

3 True. Parkinson’s can make the

True. Some people can True. Medication for
experience symptoms not 1() Parkinson’s needs to be
related to movement, such as taken on time. This is one
pain and depression. way that people with

the condition can stay

in control.

“The greatest reward is knowing that, as
a result of something you've said, lite will
be easier for someone with Parkinson'’s.”

Bridget, who delivers education sessions in care homes

14 | Parkinson’s UK: My Volunteer Induction



TOP TIPS

0808 800 0303, a confidential service providing support to anyone
affected by Parkinson’s. Use these to point people in the right direction
if you're asked for advice or information about living with Parkinson’s.

1 Make a note of our website parkinsons.org.uk and helpline number

question you or someone you're helping has about living with Parkinson’s.

2 Ask your staff contact if you're not sure how to find out an answer to a
They can suggest where to find out more.

3 Visit the Information and Support section of our website,

parkinsons.org.uk/informatijon-and-support to find out more
about how the condition affects someone’s everyday life

and what treatments and therapies exist to treat it. You can also see the full
range of information and support resources we have, and how to order.

“Through volunteering, I've learnt | can make
a difference, that Parkinson’s UK is there for
us and that every person with the condition
experiences different problems.”

Kim, branch committee member
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MODULE TWO:

How does Parkinson’s UK support people?

Why did you choose to volunteer for Parkinson’s UK? That’s

a question people might ask you. It’s important you know about

what we do and why. This section will help you understand, and
explain to others, how your role is vital to achieving our vision and

how it improves life for people living with Parkinson’s.

“ What you'll |
As a volunteer, you may IO e e
be asked by members Of expect to be able to:
the public or people who - gl the vision and values of
have Parl(”’]SC)n'S about - understand ways that staff and

- schiove the chariys Strasgie 0
the different ways that ache y's sirateg

. - explain how your role i i

the charity can support - sasisuay e s
people SO yOU need 1O affected by Parkinson’s

know a little bit about it.”

Anne, Volunteer

Activities
This module consists of four tasks
and some top tips:

- Task 1: Our vision and values

- Task 2: Our strategy

- Task 3: What do our volunteers
do?

- Top tips
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“Our vision — to find a cure and improve life
for everyone affected by Parkinson’s — is
ambitious and volunteers are key to making

it a reality.”
Bill, chair of our Bedford and District Branch

18 | Parkinson’s UK: My Volunteer Induction



TASK ONE:

Our vision and values

Our values and vision guide our work. To achieve our ultimate
ambition, we need to work together. As a new volunteer, we need
your support to make our plans a reality.

Your task

Please read our vision and values below. Once you've read them, make a few
bullet point notes about how your volunteer role contributes to our vision. If
you're unsure, ask your named staff contact next time you speak to him/her.

You'll spot more examples of our values in action throughout this induction
and in your volunteering work with Parkinson’s UK.

Our vision
Our vision - our ultimate ambition - is to find a cure and improve life for
everyone affected by Parkinson’s.

Our values

People-First. We're a strong
movement for change, informed,
shaped and powered by people
affected by Parkinson’s. We value and
support each other.

Pioneering. We innovate across
everything we do. Creative, courageous
and with pioneering spirit, we strive to
continually improve.

Driven. We live and breathe our
purpose. We set clear goals and strive
to deliver the greatest impact for
everyone affected by Parkinson’s.

Uniting. We're people with
Parkinson’s, scientists and supporters,
fundraisers and families, carers and
clinicians. We're working, side by side,
to improve the lives of everyone
affected by Parkinson'’s

“Parkinson’s UK is very well organised and
provides a vital service. The more you are
occupied, the less you think about your own
Parkinson’s.”

Colin, lay grant reviewer
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TASK TWO:
Our strategy

Parkinson’s UK has big plans and, as a volunteer,
you're a key part of them.

Your task

Take time to familiarise yourself with our strategy. We're coming to the end
of our current strategy, and preparing for what's next. Can you see how your
volunteering fits into each of these themes?

Our strategy is based on what people with Parkinson’s, their families and carers
told us would make the biggest difference to their lives.

Our aims include:

Finding a cure and developing better treatments:

We need to cut the red tape that's slowing progress, make sure breakthroughs
are being shared, and think more creatively to open up new avenues of
exploration.

Empowerment to take control: Living with Parkinson’s can be challenging, and
people have told us that they want to feel more in control of their lives.

Quality services as standard: The right care at the right time is vital, but access
to high quality and consistent services varies greatly across the UK.

“| started volunteering for Parkinson’s UK in the
mid 1980s when my late husband was diagnosed.
The organisation has evolved and become very
user-friendly. Staff are supportive and keep me
on the right track when | organise things.”

Sylvia, local branch volunteer

20 | Parkinson’s UK: My Volunteer Induction



TASK THREE:

Volunteers clues

From taking photos at events to reviewing research funding
applications, our volunteers do all sorts of things to improve
the lives of people with Parkinson'’s.

Your task
Can you guess the volunteer role from the pictures below? Turn to page 24
to find out if you are right
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TASK THREE:

Volunteer clues — continued
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TASK THREE:

Volunteer clues — answers

How many volunteer roles did you identify? Find out below.

Volunteer Educators educate
staff in nursing and care homes

about Parkinson’s.

Event volunteers help with
everything from marathons to
concerts. They might be marshals, E Our local network of branches

run the registration desk or hand and groups proyide peoplle
out water to participants. affected by Parkinson’s with

friendship, support and the

Regional fundraising volunteers ; SRR
raise money for Parkinson’s UK in opportunity to meet others in similar
their local area. They might situations. Some also offer singing,
organise a collection or falk at a exercise classes, outings and other

e CRZSIEsE therapeutic and social activities.

Lay grant reviewers review

grant applications for research

into Parkinson’s. Their experience

of the condition when reviewing

research bids, helps us choose  This list isn’t exhaustive, we’ve just

the right projects to fund. chosen a few examples and
volunteer roles change all the time.

By volunteering for Parkinson’s UK,
you‘re improving lives. Thank you!

“My advice to new volunteers is to find out what's
involved in the role you're volunteering for. Do you have
the time and energy to do justice to the role? It helps it
you have had previous experience of similar tasks.”

Aneurin, branch fundraiser
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TASK FOUR:

Sharing our achievements

Volunteers founded Parkinson’s UK in 1969. Since then, staff
and volunteers at the charity have worked together, united by
a passion to find a cure and improve life for everyone affected
by Parkinson’s. You're joining a charity that has achieved so

much.

Your task

[t's important that you understand what Parkinson’s UK does and what the
charity has achieved. Then you can talk knowledgeably about our work to
people you meet as a volunteer. Some examples of our achievements are on
the next page. Think about which of the achievements you've seen locally you
could mention if the following people asked you about Parkinson’'s UK

1

Someone with Parkinson’s Someone you meet

interested in the charity’s work. 3 volunteering at an event who
is interested in donating to the
charity.

A potential new volunteer
interested in how they can l Someone from the local pub

who's interested in selecting
Parkinson’s UK as the recipient
of their monthly charity quiz.

make a difference to the lives
of people with Parkinson’s.
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TASK FOUR:

10 achievements

We fund research to accelerate

I e e Iy ‘l In 2019 so far, volunteer educators have
B U LU Gl spoken to over 2000 professionals in

treatments. We werg the major nursing and care homes - increasing
funder of a clinical trial of GDNF understanding of how to care for those
—a treatment with exciting living with the condition.

potential to transform life for

people with Parkinson’s.

From the London Marathon, to

We have more than 5 the more than 30 Walk for

370 volunteer-run local Parkinson’s events across the
groups across the UK, UK, volunteers ensure our

offering friendship and events run smoothly, and

support to everyone participants are supported

affected by Parkinson’s. every step of the way.

Volunteers have led

3 campaigns to save Parkinson's
nurse posts across the UK, as
well as ensuring vital services
such as physiotherapy aren't

lost for people living with
Parkinson’s.
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"I have had the condition for 14 years.
Worrying does me no good but
volunteering is a kind of solution to me. |
still feel relevant as a person, because every
little thing | do can make a difference.”

Amparo, volunteer educator

b

7
8

Volunteers are a huge part
of Team Parkinson's,
showing the world that
we're one big community,
uniting to end Parkinson's.
Forever. By spreading the
word, you're getting even
more people involved.

Volunteers have helped put
Parkinson's on the agenda at
party conferences, inviting
MPs to learn more about
Parkinson's.

Researchers can develop better
treatments and make progress
towards a cure using brain tissue
provided by our Parkinson’s

UK Brain Bank, the largest
dedicated to Parkinson’s in the
UK. Volunteer fundraising helps
make this possible.

9

10

More than 6,000 people
use our online forum for
friendship and support.
This includes those who
have Parkinson’s, their
carers, friends and family
members, and volunteers.

Through our Research
Support Network,
volunteers review grant
applications for research

into Parkinson’s. This year,
one such trial investigated
the properties of over
1,000 approved drugs to
identify 2 with potential
for Parkinson's
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TOP TIPS

Sign up to the Parkinson's UK e-news for more information about what
Parkinson’s UK is doing and the people you are supporting. Sign up at
parkinsons.org.uk/about-us/email-updates

awareness of who we are and what we do. You'll also receive our
membership magazine The Parkinson which has all the latest news

about what the charity is doing. To sign up, call 020 7932 134 or visit
parkinsons.org.uk/join

2 Join Team Parkinson’s to receive your team toolkit to help raise

Join the mailing list for our free twice yearly magazine Progress about the
latest research into Parkinson’s. Sign up using the above contact details.

with the latest news from Parkinson’s UK. You can also watch our

‘l Like us on Facebook and follow us on Twitter to keep up to date
videos on YouTube and find photos from our events on Flickr.

“My advice for new volunteers is: ‘get stuck in’
Help in whatever way you can and be positive.”

David, branch vice chair
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MODULE THREE:

Volunteering practicalities

You’ve joined a team of committed volunteers and staff who
work together to find a cure for Parkinson’s and improve the
lives of those living with the condition. So, while you may be
new to the organisation and are finding your feet, you're not
alone. Parkinson’s UK welcomes, encourages and values
volunteers. We do our best to provide everything you need to
know to carry out your volunteering role, from understanding
health and safety issues to explaining how you claim expenses.

“ . ’ What ‘111
Even If yOU ve been .a At tr?e e):wzléf thianzgdule, you can
volunteer for years it's expect to be able to.
still important to do this e oo bl
X | 1 theyrei tant
mOdU|e° ThlS lnformatlon . ha(\%/)é;en?vf)/grre?gssofhealth
: ; nd safety i ffectin r
is here for you in one place, 2 safety ssues affectingyou
- identify and explain wh
and yOU Can a|WayS come beef::vi)(;j:anz 5:c?sionch§rTbGe
baCk tO lt I-F yOU need to ” detrimental to Parkinson’s UK

Elisabeth, Volunteer
Activities
This module consists of three tasks
and some top tips:

- Task one: Things you need to know
- Task two: Health and safety

- Task three: Being an ambassador

- Top tips
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“As a volunteer, you will be amazed at the
courage and determination and sense of

humour of those who have Parkinson’s in
what can be very difficult circumstances.”

Pat, branch secretary
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TASK ONE:

Things you need to know

By now, you probably have a good idea of what Parkinson’s UK
does and who the organisation supports. If you’d like to find out
more, please take a look at modules one and two.

Your task

Read about everything from claiming expenses to our policies on equality
below. Some of the issues won't apply to what you're doing now but it’s
useful to know that these policies and resources exist should you need them

in the future.

Equality and diversity

At Parkinson’s UK, we're committed

to promoting equality and valuing
diversity in our work and organisational
culture, including volunteering. We
welcome volunteers from diverse
backgrounds and work to ensure equal
opportunities for all.

As a volunteer, you're also responsible
for creating this culture of inclusion

at Parkinson’s UK. So, signing up to
become a volunteer means carrying
out your volunteering in a way that
reflects the organisation’s approach to
equality and diversity.

Read more about this issue in our
Equal opportunities and diversity

policy.

Data protection

As part of Parkinson’s UK, we all have a
role to play when it comes to data
protection. The General Data
Protection Regulation (GDPR) governs
data protection in the UK and we all
need to act in line with Parkinson’s UK
policies, training and procedures to
make sure we act fairly and legally, in
line with GDPR. This induction covers
the basics of data protection and your
staff contact will let you know if more
advanced training is required.
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People have a right to request any
personal data we hold about them
and can do so by contacting our data
protection officer
dataprotection@parkinsons.org.uk or
020 7963 9388

If your volunteer role involves
handling personal information, you
must sign a confidentiality pledge.

It is important to report any data
protection related incidents to
your staff contact as soon as
possible so that any adverse
effects can be minimised. Do speak
to them if you have any questions
or concerns about this issue.

Confidentiality

The charity also owes a legal duty
of confidentiality to the people we
hold information about. That means
restricting access to information to
those who “need to know”.

Parkinson’s UK does not sell personal
data, and in general does not share
it with third parties unless it is legally
obligated to or has someone’s
consent.

Confidentiality is also an essential
principle of the services we provide.
So, to ensure that the people and
organisations we work with trust us,
it is vital that you understand what
information we can and cannot share.

As a volunteer, someone might share
personal information with you in the
course of your role. For example, a
carer could discuss their finances.
You must be careful not to share this
information with others who don't
have a strict need to know as it can
easily become gossip. Confidentiality
is still important even if a situation
might seem informal.

Your staff contact can help with
anything that you're concerned about
around this issue and other formal
support is available to volunteers in
certain roles.

If your volunteer role involves handling
confidential information, you must sign
a confidentiality pledge.

Do report confidentiality-related
incidents to your staff contact as
soon as possible so that any adverse
effects can be minimised. Do speak
to them if you have any questions
or concerns about this issue.
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Safeguarding

We take people’s safety very seriously
at Parkinson’s UK. That means
everyone who works or volunteers
for, or represents the charity, needs to
show care and integrity to the people
we connect with.

Safeqguarding is about keeping
vulnerable people safe, especially
adults at risk of abuse, while protecting
and supporting those who work and
volunteer for us. It is important that
you are aware of what to look out

for and do if you're concerned about
someone you meet through your
volunteering.

Our safeguarding policy has more
information about what

to do if you become aware of a
safeguarding issue. Ask your staff
contact for a copy or call 0844
225 9853 to speak to the

safeguarding officer if you have an
urgent safeguarding concern.

Claiming volunteer expenses
We don’t want volunteering for
Parkinson’s UK to disadvantage you in
any way, including financially. So we'll
reimburse all reasonable expenses
that you incur when you carry out
your volunteering activities for
Parkinson’s UK, according to our
Volunteer expenses policy.

Ask your staff contact for a volunteer
expense claim form and submit your
receipts with it.

Further information can be found in
the volunteer expenses FAQ and
policy, available at
parkinsons.org.uk/volunteer
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Volunteering and benefits

If you are claiming state benefits,
inform Jobcentre Plus about your
volunteering. We can provide a letter
confirming you are a volunteer if you
need it.

In most cases, state benefits should
not be affected if you are a volunteer.
If you're claiming state benefits, you're
allowed to receive expenses as long as
they only cover out of pocket costs. If
there’s any kind of profit, your benefits
could be reduced or suspended.

Speak to your staff contact if you
would like to know more.

Induction, learning

and development

This induction aims to make you feel
welcome, comfortable and supported
in your role. You have the opportunity
to ask your staff contact any
questions about volunteering at
Parkinson’s UK.

We will provide opportunities for
you to learn, such as training and
networking events. These will help
you perform your volunteering
role effectively and give you an
opportunity to expand your role if
you want to.

Speak to your staff contact to
find out more.

What support you can expect
from Parkinson’s UK

We appreciate and recognise all
volunteering contributions, no matter
how big or small, in ways that are
meaningful, from sending thank you
cards to featuring case studies in our
communications.

Your staff contact is there to support
you. Do discuss any issues and
concerns that you may have with
them, as well as your progress, any
successes, and your learning and
development needs.

Speak to your staff contact to find
out more.

If you have any problems

We hope that you won't experience
any problems while you're volunteering,
but know that, sometimes, issues can
arise. For example, perhaps you're
experiencing a problem involving
another volunteer or are struggling

to carry out your role.

Speak to your staff contact or
volunteering@parkinsons.org.uk if you
would like to discuss any issues.
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Our problem solving policy and Moving on

procedure provides a framework for We hope you enjoy being a volunteer
how we try to solve problems involving  for Parkinson’s UK. However, we know
volunteers in an open, fair and timely that sometimes people want to move
manner. on from their volunteer role, for a wide

variety of reasons.
Speak to your staff contact to find

out more about how we can support
you to resolve any problems you’re
having in your volunteering role.

If you want to do this, please inform
your staff contact, giving as much
notice as you can. You will be asked to
complete a moving on questionnaire to

R r problem-solvin li ;
ead our problem-solving policy help us to learn from your experience.

and procedure.

There may be times when Parkinson’s
UK will need to end a volunteer role
because of changes in circumstance,
funding or organisational structure.

If this happens, you'll have as much

So, if you have a complaint, comment ~ notice as possible. You will also have

Giving feedback and making
a complaint

We want to hear all your feedback,
whether it's positive or negative.

or compliment about anything to do the opportunity to discuss how you
with Parkinson’s UK, do let us know. feel with your staff contact, and
where possible and appropriate, will be
You can email us feedback@ offered an alternative volunteer role.
parkinsons.org.uk,call us on 020
7963 9324 or write to us at Complete module four to help you
Feedback, Parkinson’s UK, 215 think about times when it might be
Vauxhall Road, London SW1V 1EJ. appropriate to move on from your

volunteering.

“Everyone has something to offer as a volunteer,
even if it's just to raise the profile of Parkinson’s,
getting people talking about and being more
aware of the condition”

Marjorie, branch treasurer
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TASK TWO:
Health and safety

We want you to feel safe and secure in your volunteering role
and have a moral and legal duty to ensure you do.

Our health and safety procedures and policies cover everything
from things to bear in mind when you’re organising an event to
staying safe on the roads. They outline how we’d like volunteers
and staff to work together to minimise risk or injury.

Your task
Talk to your staff contact about which of the following issues are relevant to
your role and they can print out the policies, and trainings that might be helpful.

Introduction to health and safety
It's vital you read our general introduction
to health and safety at Parkinson’s UK.
This training will take around 20 minutes
to complete and will help you think
about what general health and safety
issues apply to your volunteering role.

Driving safely

Whether you've had your license for 50
years or five, your role might mean
you need to read our information on
staying safe when you're driving on
Parkinson’s UK business. Your staff
contact can let you know if you need
to do this.

Assessing risk when you're

planning an event

What'’s a risk and what kind of health
and safety issues do you need to bear
in mind when you're organising an
event for Parkinson’s UK? Your staff
contact will let you know if you need
this training.

Health and safety in the office
(including sitting at a desk
correctly and safe manual
handling)

Your staff contact will let you know if
you need this training. It's important to
think about any hazards when you're
volunteering in an office environment,
from too many plugs in a socket to
overstocked cupboards, as well as
sitting at a desk correctly and safe
manual handling.

Personal safety

From things to think about if you're on
your own to what to do if

you're worried about someone’s
behaviour, this training will help you
take responsibility for your safety
whilst volunteering.
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TASK THREE:

Being an ambassador

“We"” at Parkinson’s UK, includes staff and volunteers, working
together. We're all working to find a cure for Parkinson’s and to
improve life for everyone living with the condition. Our common
values are at the heart of everything we do, and form the basis
of how we work together to achieve our aims.

Your task

As a new volunteer, it’s important that you familiarise yourself with the
values and bear them in mind when you're representing Parkinson’s UK.
If you haven't already, you can familiarise yourself with our values in
module two, task one.

Impact on
immediate
team
Impact on
person with
Parkinson’s
Impact
on donor

contributions

Why do we ask you to do this? You might be familiar with the
Because even your smallest decision or  ripple effect’, and above, you can
action as a volunteer can have a wider  see how the concept can be applied
impact on the charity. to your volunteering.
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Maria’s story

Maria and her local Parkinson’s UK group are planning an event
to help pay for a new exercise class. Group members have five
minutes to put forward their ideas. Maria can’t wait to tell
everyone about the great venue she has found for the event.
As Alwyn and Steve, who are also volunteers, begin to share
their thoughts, Maria starts to interrupt and say why her idea
is so much better.
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Maria remembers the charity’s values

Maria remembers
the charity’s values :
and realises that she  :
could be more Uniting.  }
She immediately

apologises to the

group for interrupting.

TessassRTENTELT.

vaveney

She makes an effort

to listen to everyone’s

i suggestions, shares

her own and gives

i constructive feedback.
¢ A unanimous decision is

made on the venue for
the event.

Maria forgets the charity’s values

Maria has forgotten
our values about
being united.

: Alwyn, Steve and the
: rest of the group feel
i awkward and tense

i because Maria has

been rude. A venue
is decided upon

¢ quickly.

BrsssERrassTILITY

¢ All the volunteers

PERRLIBRARILAREES

from the group turn
up at the event and

work together to get
¢ as many people as

¢ possible to donate

to Parkinson’s UK.

Alwyn and Steve
decide to not attend
the event because
they were upset by
how Maria behaved
in the initial meeting.

e e L TR e Y

ae

aaee

.

BesenaNFen

It

e

At the end of the event,
Josh, another volunteer,
is delighted to tell the
staff contact that

the group have raised
enough money to start
running the exercise
class for people with
Parkinson’s. He thinks
the group’s teamwork
was key.

Alwyn and Steve leave
the group because

they'd expected Maria

to apologise and felt her
actions had caused too
much bad feeling. The
event doesn’'t happen and
Josh, another volunteer,

is disappointed to tell

the staff contact that

the group can't run the
exercise classes for people
with Parkinson’s.

Ultimately, the way we all work together has an impact on the people at
the heart of our charity — those living with Parkinson’s. Your friendliness
and kindness makes a difference.
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James’s story

Minda has been organising a volunteer group to distribute
Parkinson’s UK leaflets at local surgeries and pharmacies. James

is one of the people who will deliver the leaflets. He thinks it would
be helpful to take half to a cycling shop as he knows the owner.
Minda, and the rest of the group, aren’t sure this is the best thing
to do with the leaflets as they have lots of places to target.

The group asks James to only take a handful of leaflets to the
cycling shop. James tells the group he is unhappy with their
decision and gets angry.

PI-\RKINS()N'S
INFORMATION
AND SUPPORT

i db b Gf.
PARKINSON
INF()RMI-\Tl 1

SANIOP TUND Y ANI4 'SIANLLLLY IONVHD, S,NOSNIIIVd
'SMNIOP 3D V ONIA 'SIANLILLY IDNVHI, S,NOSNINUV
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James remembers the charity’s values

When James gets He sees how it will
home that evening, benefit the group
he decides to ring his ¢ if heacts more
staff contact, Dennie, cooperatively in
at Parkinson’s UK. They i future.

discuss his issues and
Dennie reminds him
of Parkinson’s UK’s
values.

ssssasresia.

*
*

sessssas

BsarsRssseRERAEE

James forgets the charity’s values

James has forgotten When he gets
our values about i home that evening
being people-first, : he posts a negative
uniting, pioneering i comment about
and driven. . the group under

i a comment about

¢ volunteering on

i the Parkinson’s UK
Facebook page.

T

Imanis thinking of
making a monthly
contribution to
Parkinson’s UK and visits
our Facebook page to
find out more about

our work. She reads a
positive post from a

volunteer working within
the charity. Iman decides

to donate £11 a month
to Parkinson’s UK.

Iman is thinking of
making a monthly
contribution to
Parkinson’s UK and
visits our Facebook
page to find out more
about our work. She
sees James’ comment

: at the top of the page
: and is concerned that
: her money may not

.
.

: be used wisely. Iman
: decides to donate
i toanother charity.

FEREEESERE SR AR AR R AR RN BRI PR R

SABEREBIBEERLS

sen

.

-
*
*
-
.
-

.
*
.
.

»
.

Over two years, Iman’s
¢ contribution funds a

: whole day of research,
¢ helping bring us one

¢ step closer to finding

a cure for Parkinson’s.

Over two years, Iman’s
contribution (£250)
could have funded

a whole day of
research into a cure
and better treatments
for Parkinson’s.

Ultimately, the way we all work together has an impact on the people at
the heart of our charity — those living with Parkinson’s. Your friendliness

and kindness makes a difference.
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TOP TIPS

Some of it might not apply to your volunteering at the moment but

1 Revisit the information in this module if you need to at a later date.
could be useful in the future.

Parkinson’s UK policies and procedures that can support you

2 Speak to your staff contact if you have any questions about
in your volunteer role. You'll find these in tasks one and two.

Look out for case studies of volunteers who are great ambassadors
for the charity in your regional Parkinson’s UK publications.

“Volunteering for Parkinson’s UK has given me
a new lease of life and helped me make some
good friends. | get so much more out of it and
so will you.”

Jenni, who gives talks on living with Parkinson’s
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MODULE FOUR:

Managing your volunteering

Time is precious and we are hugely grateful that you are
volunteering some of yours to support people living with
Parkinson’s. We also know that managing your volunteering with
everything else in your life can be challenging. Existing volunteers
told us that this induction needs to include tasks around managing
your time and when doing less volunteering might be appropriate
to help you take a step back if you need to. Do talk to your staff
contact about which tasks to complete in this module.

“ I ! What you’'ll learn
Parklnson S UK rea”y At the e):wdléfthis module, you can
values volunteers and expect to be able to
the contribution you  Vokntears manage the fme

! - explai f th why it
make’ bUt we dOn t Want (renigr?tnbseoarg?)r%priaeterf)srosr;smeoﬁe to
to wear yOU out or take step back from their volunteer role
all of your free time.

. Activiti
Th|S mOdU|e he|pS yOU Tfﬁsln\::)éﬁlse consists of four tasks
d top tips:
find out more about T
. . - Task one: Managing your time
managlﬂg yOUl’ t|me - Task two: Saying “no”
Py - Task three: Deciding when to take
as a volunteer. astepback
Frank, Volunteer . la;l;éog;:c:(dentlfylng when to take
- Top tips
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“Be honest with yourself about what you are
able to do. | fit my volunteering around my work
commitments. I'm able to do a lot online ad hoc
as opportunities are sent to me, or | keep tabs
on the research involvement opportunities.”

Anne Ferrett, Research Support Network volunteer
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TASK ONE:

Managing your time

Some volunteering activities are easy to organise, while
others are more involved. But even simple volunteering tasks
need a little planning.

You might have experience of planning and developed time
management skills from other areas of your life, which will
support you in your volunteering role. Or, perhaps you're looking
to get more experience of these things.

Whatever your skills in this area, it’s important that you think
about how much time you can give and what planning your
volunteering role might need. Then you’ll feel more comfortable
with your volunteering commitments.

Your task

Take a look at the two situations on the next few pages and think about
how you would plan your time. They are based on real situations using a
combination of scenarios.
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Trisha’s collection tin day

Trisha has agreed to stand with a collection tin at a local event
to raise money for Parkinson’s UK.

What practical things will she need to think about to make sure
she is prepared for this task? Once you’ve noted down your
ideas, turn the page to read ours.

Now you've created a list for Trisha, think about what might be on your own
if you were volunteering at the event. Not sure? You could always talk to the
collection tin co ordinator or share the task with other volunteers.
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Managing your time answers

There are no wrong or right answers, but here are some of our
ideas. Trisha could consider the following to prepare for her
collection tin day:

N N N N N

&

s she available on the day of the event?
How much time (and energy) can she give?
How will she get there?

Can she get to the event on time?

What will she need to wear and take with her?
For example, an umbrella, coat or sunscreen.

When and where will she meet the collection
tin co-ordinator?

What does she need to do with the tin at the
end of the day?
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Nav’s leaflet drop

Nav volunteered to take leaflets about living with Parkinson’s

to local GP surgeries to raise awareness of the condition and
Parkinson’s UK. Steve, his staff contact, asks Nav if he could visit
three surgeries by Friday as they nearly have none left. Jan, from
his local group, is also helping.

Below is a blank page from Nav’s diary. What would he need to do to plan the
leaflet drop for Friday?

SE—— [

ey
Monday = 3§ ¥ Thursday

=

.

iy

. S

3’

= i |
Tuesday “3 7 Friday

.=

iy

o

.

| ] ! -

- % 3
Wednesday : i : Saturday Sunday

=2

« X

+ 3

> N

. -

- X,

» X

When you've jotted down some thoughts, see the next page for Nav’s ideas.
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Here are some pages from Nav’s diary showing
his thoughts about planning the event.

Week one
[
v
Monday 4hmoy = g ¥ Thursday
) g
$wfmmmg 3
=
= . ]
- e
=ou
-
Tuesday 5t May Friday
o=
]
w5 ¢ Dinver at howe
T i 4
£3°
L i =
=
I
Wednesday 6 my W Saturday otmay Sunday  1oth may
1
* 57 Meet Steve for Phone Jan?
o= A i
- 1] - bﬁﬁj“l‘l’ « What is Jan's role?
B * Wil | need to talk to
B aa i r to check what she
PW L Udestndwir  ooceckwhatsh
5 ! - 5“‘“"_'3“"30(15 e « Will Jan have time to
o to.do do this for Friday?

“| have spent a great deal of time researching
the condition and it makes me realise how big the
mountain is that we have to climb to find a
solution. It's important that we do our bit to
ensure that a cure is found for future
generations.”

Michael, volunteer educator
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Week two

.
v
Monday 11th May : i : Thursday
Collect leaflety after work S Working today
ow will | get to the surgeries? e ! -
flets or can | give !!
k=N
el Wl L | . i
* How long will it take to visit the three surgeries? ==
Tuesday ) 2hmey T @ T Friday 15th May
=
[ Pan the leaflet dr/oD " = < Deliver the leaflet(
/ =3 s
Looking after grandchildren . ¥ Reading group
]
¥ i -
= i =
Wednesday 13th May : i : Saturday 7t moy Sunday 170 moy
N
Dinner with neighbour( *i 7 Mow the fromt
* o= A
* ! - ‘ﬁw
- g
* ! el
e
» 1

Did you think of any ideas that Nav didn't include? Remember that practical
considerations vary from person to person and you can talk to your staff
contact if you're worried or not sure about any aspect of your volunteering.
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TASK TWOQ:
Saying no

Sometimes you won’t be able to volunteer, even if you have
in the past.

That might be because you: We want you to volunteer for

- don’t have the time Parkinson’s UK for as long as you're

- are busy or not available able and want to, of course. But it’s

- don't have the energy always ok to say “no” and be proud of
- need a change how you have volunteered in the past.

- have health considerations

It does not matter why you can’t
volunteer at these times, and you don’t
need to explain if you don’t want to.
It's important that you don't feel bad in
any way if you can’t or no longer want
to volunteer.

Your task

Kerrie is part of a local support group and is a volunteer support group helper.
She has a quandary. Read this on page 62 to consider how you might approach
saying “no” to taking on volunteering tasks.

“My advice to new volunteers is to get
involved! You will get a lot of satisfaction

from your input, but don't overdo it
David, Reading branch chair
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Kerrie’s quandary Leon, the support group coordinator,

Kerrie is part of a local support asks Kerrie if she can give any extra
group and is a volunteer support time. Kerrie does not feel she can
group helper. She has a quandary. take on any more. Which of the

What would you do if you were her? following would work to explain her
decision to Leon?

l-\ Telling him she can’t take on any
more volunteering at the moment.

B Saying “Sorry, no, | can't” but not
explaining why.

C Saying “yes” but calling Leon when
she gets home to explain she has
changed her mind.

See page 63 to find out.
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Saying ‘no’ answer

@ l_\ Telling him she can’t take on any
more volunteering at the moment.

@ B Saying “Sorry, no, | can't” but not
explaining why.

@ C Saying “Yes” but calling Leon when
she gets home to explain she has

changed her mind.

Kerrie’s quandary much notice as possible but it's
All the answers are correct! Of course  always ok to say “no” atanytimeif you
it would help co ordinators to haveas ~ can't take on a volunteering task.
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TASK THREE:
Exploring stepping back

Circumstances change and sometimes you might need to think
about taking on less volunteering. But as a committed, passionate
and enthusiastic volunteer, this can be a tricky decision to make.
Yet it is possible to over-extend yourself and experience burnout.

Your task
Read our three fictional examples which are based on the type of difficulties
volunteers have encountered in the past.

Too much on my plate
1 “I've been volunteering for Parkinson’s UK since 2004. | run a support
group, sit on the committee for my local group and am on the
steering group for Parkinson’s nurses. It's almost the same as having

a full time job.

“I have Parkinson’s myself and take great joy from helping others. Last
year, | found there were days when my condition made it hard for me to
cope and | was worried that | would not be able to do all of my volunteer
roles. | soon realised that the time had come for me to lighten my load
and make some difficult choices.

“I had to learn to start saying: ‘Sorry, but | will no longer be available to do
that”. With a reduced workload, | can now focus my efforts on the things
| enjoy the most.

“If you are already starting to spread yourself too thin, don’t feel obliged to
take on more. Volunteer overload is not good for you or Parkinson’s UK.”
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“There are certain times in your life when your volunteer activities will

2 Volunteering is not a good idea at the moment
need to wind down and take a backseat to your own life.

“I am the programme secretary for my local group of Parkinson’s UK.
Following a serious car accident, my partner was hospitalised for
several weeks.

“With lots of visits to the hospital and the prospect of caring for him at
home for some months, | became very worried that | would not be able
to complete my volunteering role.

“ asked my local branch if | could step down temporarily and they
appointed an assistant programme secretary to take on the workload.

“Four months later, | am pleased to say that my partner is well enough for

me to return to my volunteer role. And now | have a valuable assistant to
share the workload.”

“By volunteering for Parkinson’s UK, I've learnt
to be patient with others and to adjust my
capabilities as my Parkinson’s medications
take or lose their effect.”

Geoff, volunteer policy reviewer
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“Over the years, | have become much more involved with Parkinson’s
UK than | ever could have imagined. | am proud to have played a role
in running my local group and | am a lay grant reviewer. | particularly
enjoyed being able to take a very hands on approach when it came
to organising local fundraising events.

3 | can’t commit to a regular volunteering role anymore

“My partner has Parkinson’s and his condition has advanced so I've found
it more difficult to find the time to volunteer recently. However, | am
determined to still do anything | can to provide friendship to other people
affected by Parkinson’s.

“I've joined the online forum on the Parkinson’s UK website. It has given
me a whole new lease of life and a network of friends that | communicate
regularly with, without leaving the house.

“If you'd like to support people affected by Parkinson’s but are unable to
commit to a regular volunteering role, there are lots of other ways to help.”
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TASK FOUR:

ldentifying when to take
a step back

Many things can happen that make volunteering challenging. We
don’t want to discourage you from volunteering for Parkinson’s
UK. But it can be good to identify times when you might have very
good reasons for taking a step back from your volunteering.

Your task
The fictional examples on the next two pages are based on problems our
volunteers have told us about. Please can you:

1 Read Emily and Fred’s challenges and pause when you're asked to.

2 Think about what they should do and why.

Then select the appropriate traffic light to decide what you think
Emily or Fred should do.
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What can Emily do?

Select:
+ Red to indicate that Emily/Fred need to stop
volunteering within this role.

« Amber if Emily/Fred may be able to continue
if some changes are made.

+ Green if you think there’s no problem.

Challenge one

Emily has volunteered at Parkinson’s UK events for five
years. She really enjoys working as part of the team. She
has Parkinson’s and is determined to keep as active as
possible. But she is finding that standing all day at events
is very tiring. By the end of the day she is too tired to drive
home. On the way home, Emily sensibly stops off at a
service station for a break from driving.

STOP!
What needs to change?

Caution!
What might help in this
situation?

Go ahead!
There is no real problem.

PAUSE.

Is it best for Emily to step back
from her volunteer role? Is this
ared, amber or green situation?
See page 69 to find out what
happened next.

Challenge two

The following year, the event coordinator notices that Emily
is really struggling in the afternoon and that her Parkinson’s
symptoms are causing her some difficulty. They have a cup
of tea and a chat. Emily is exhausted and upset at the
thought of stepping back from volunteering. The event
coordinator is worried about Emily and thinks she is
overdoing it, and is also aware that the rest of the team are
having to work extra hard to support her.

PAUSE.

Is it best for Emily to step back
from her volunteer role? Is this
ared, amber or green situation?
See page 69 to find out what
happened next.

Challenge three

Emily is moving home to live nearer to her family. This
means she has to drive a long way to the events that she

is involved in. Emily thinks that now may be time to stop
volunteering. If she is honest, Emily is not enjoying being out
in all weathers and would like to spend more weekends with
her family. But she still enjoys the sense of purpose that
volunteering gives her.

PAUSE.

Is it best for Emily to step back
from her volunteer role? Is this
ared, amber or green situation?
See page 69 to find out what
happened next.
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Answers for Emily

Challenge one: Green light

Emily spoke to her local event co ordinator who suggested
bringing a camping chair when she helps out and sharing

a lift with another volunteer who lives nearby. She does
not think it was necessary to step back from her
volunteering role.

(Jel®)

Challenge two: Amber light

Emily and the event co ordinator arranged some time to
discuss the situation. The coordinator thanked Emily for all
her hard work and recognised that she had become a vital
part of the team as she showed new volunteers what to do
and had great organisational skills. Emily was given a new
role, helping to plan events and train volunteers. She still
goes to events, but only stays for half the day.

o] Jo)

Challenge three: Red light

Emily talked it through with her family and the event

co ordinator. She has passed much of her knowledge
and skills on to other volunteers so events now run very
smoothly. Emily has now stepped down from this role.

oJel )

“I am proud to be part of Parkinson’s UK and
enjoy talking about my volunteering. It's a
much bigger organisation than | first thought
and |'ve discovered services and roles that
| didn't know existed.”

Clare, who helps review our volunteering policies
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What can Fred do?

Select:
+ Red toindicate that Emily/Fred need to stop
volunteering within this role.

« Amber if Emily/Fred may be able to continue
if some changes are made.

+ Green if you think there’s no problem.

Challenge one
Fred has just started as a volunteer receptionist at a
Parkinson’'s UK office. When he applied for the role, he said

he was confident using a computer, but his IT skills are poor.

Important telephone messages are not being passed on to
people because he does not know how to send an email to
more than one person at a time. He is putting pressure on
himself and thinking about stopping volunteering.

STOP!
What needs to change?

Caution!
What might help in this
situation?

Go ahead!
There is no real problem.

PAUSE.

Is it best for Fred to step back
from his volunteer role? Is this
ared, amber or green situation?
See page 71 to find out what
happened next.

Challenge two

A few weeks later, colleagues notice that Fred is becoming
very tired, arriving late and can sometimes be rude to
members of the public who come into the reception office.
Fred tells amember of staff he is now doing some casual
bar work which means that he is getting little sleep.

PAUSE.

Is it best for Fred to step back
from his volunteer role? Is this
ared, amber or green situation?
See page 71 to find out what
happened next.

Challenge three

Fred has been offered a part time job. Although he loves
his volunteering, he’s unsure whether he'll be able to fit it
in around his new job

PAUSE.

Is it best for Fred to step back
from his volunteer role? Is this
ared, amber or green situation?
See page 71 to find out what
happened next.
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Answers for Fred

(Jel®)

Challenge one: Green light

Fred sensibly asked a colleague to show him how to email
more than one person at a time, and concerns about
messages not being shared disappeared. Fred no longer
thought that it was necessary to step back from his
volunteer role.

o] To)

Challenge two: Amber light

Fred talked to a staff contact about his problem and agreed
to reduce the number of hours he covers the Parkinson’s UK
reception. His time keeping improved and his attitude was
more positive.

Q00e)

Challenge three: Red light

After careful thought and discussion with his staff
contact, Fred decided that he needed to step back from
his volunteer reception role. All his colleagues were

very grateful for the time and support he had given to
Parkinson’s UK.

“one thing | have learnt through my
volunteering is to accept the limitations
caused by the condition more readily.”

Chris Ray, branch committee member
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TOP TIPS

Speak to your staff contact if you would like further help or advice about
I how to manage your time.

make lists, others think about how much time they’ve got so they can
say “no” if they need to. These methods might work for you too and you
can also develop your own.

2 Talk to other volunteers about how they manage their time. Some people

example, if you're living with Parkinson’s, you could discuss doing less
volunteering if your symptoms change. If you have to step back from
your role, it does not mean you need to stop supporting Parkinson’s UK.

3 Share concerns about your volunteering with your staff contact. For

- Visit our website to find out how to join our Research Support and
Campaigns Networks

- Call 020 7963 3912 for support to help you fundraise locally
Fundraising doesn’t have to be complex. For example, you could ask
people to donate to Parkinson’s UK on your behalf for your birthday

or wedding anniversary.
- Make a regular donation to Parkinson’s UK by calling 020 7932

1303 or, on your mobile phone, text PARKINSONS to 70500 to
donate £5.

zl Consider other ways to support Parkinson’s UK:

what other things you can do for Parkinson’s UK. We have volunteering
opportunities all over the UK in local groups, at fundraising events, and

through research and media work. Look at parkinsons.org.uk/

volunteer or talk to local staff and volunteers, call the volunteering
team on 020 7963 9328 or send an email to

volunteering@parkinsons.org.uk.

5 Look through our volunteering opportunities to find out more about
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Congratulations you have completed
your volunteer induction

“Volunteers make a massive difference

in the lives of people living with Parkinson’s. So
on behalf of the charity, the trustees, the staff,
all of our members, everybody affected by
Parkinson'’s | want to say a massive thank you
for the work that you do volunteering for
Parkinson’s UK.

Steve Ford, Chief Executive Parkinson’s UK

Thanks to the Parkinson's UK volunteers who helped write and review this induction.
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Every hour, two people in the UK are told they
have Parkinson's. Because we're here, no one has
to face Parkinson's alone.

We offer friendship, support, expert information
and advice. We also fund ground breaking research
into Parkinson's and we're leading the way to find
a cure

Our work is totally dependent on donations.
Help us to find a cure and improve life for
everyone affected by Parkinson's.

Parkinson's UK
Free* confidential helpline 0808 800 0303

Monday to Friday 9am 8pm, Saturday
10am 2pm. Interpreting available.

Text Relay 18001 0808 800 0303
(for textphone users only)

hello@parkinsons.org.uk
parkinsons.org.uk

*calls are free from UK landlines and most mobile networks.

PKO313
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