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Place of Welcome Assistant


The church takes the safety of everyone within the church very seriously and expects that everyone will work within the church safeguarding policy.  In particular, the church expects anyone who becomes aware of a safeguarding risk or of actual abuse to raise this immediately with the Parish Safeguarding Co-ordinator or the Priest in the Parish.

	Name of Role
	Place of Welcome Assistant

	Purpose of Role
	To assist in working with those who are isolated within the community

	Responsible To
Hours
Rate of pay
	 Place of Welcome Leader / Incumbent
Thursday 1:30-4:30 each week 
£12.50 per hour which is equal to £1950 per annum 

	
	



Key Tasks and Responsibilities
· Setting up before and clearing away after Place of Welcome
· Checking area is safe and secure/aware of health and safety
· Serving drinks and cakes etc.
· Seek to know guests by name and make them feel secure
· Assisting with sessions and activities as required
· Create space for guests to talk, both formally and informally (during time of Place of Welcome)
· Report any concerns regarding guests / running of Place of Welcome to the Place of Welcome Co-ordinator or Incumbent.
Required Qualities
· Good time-keeping
· Communicate effectively with all age groups
· Work collaboratively with leaders and other helpers
· Patience and enthusiasm
· Non-judgemental approach and respect for diversity
· Welcoming manner

Training Requirements
· Induction at start of role, then as required due to changes etc
· Safeguarding training every 3 years
· Read and understand Amington Parish Church’s child protection policy and vulnerable adults’ policy and know how to respond to, report and record any concerns you may have about any guests
· Read and implement any other PCC policies and guidelines relevant to your work with Place of Welcome
Additional Tasks and Responsibilities
· Occasional deputising when Place of Welcome  Co-ordinator is unavailable, normally this would be pre-planned but on occasion may be with short notice.

Desired Qualities
· Calmness and patience
· Ability to adapt to different situations

Commitments for All
Those who work with children, young people and/or adults who are vulnerable should have a commitment to:
· Treat individuals with respect
· Recognise and respect their abilities and potential for development
· Working in ways that meet and develop the personal, spiritual, social and pastoral needs
· Promote their rights to make their own decisions and choices, unless it is unsafe
· Ensure their welfare and safety
· The promotion of social justice, social responsibility and respect for others
· Confidentiality, never passing on personal information, except to the person you are responsible to, unless there are safeguarding issues of concern which must always be reported to the person named above.

Expenses
The PCC agrees to cover your expenses in line with our  expenses policy (for a hard copy please contact the church office).

Role to be reviewed on (usually annually)
	  (dd/mm/yyyy) 
Is this role eligible for an enhanced DBS check
(which is renewable every five years)?
Yes
I have read and received my own copy of this role outline and understand the tasks and responsibilities.
	  (sign)
	  (dd/mm/yyyy)
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