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Registered Charity Number: CHY6758

Volunteer
Handbook

“Volunteering is the ultimate exercise
in democracy. You vote in elections
once a year, but when you volunteer,
you vote every day about the kind of
community you want to live in"
by Marjorie Moore
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INTRODUCTION and WELCOME; VOLUNTEER CHARTER
Welcome to CASA (Caring and Sharing Association). We thank you for your interest in joining our organisation, and hope you will enjoy your volunteering experience. We recognise that people’s lives have become
busier, and we commend you for giving up some of your valuable time for CASA.
Without you, and others like you CASA could not continue with the work that it does. Many lives have been
changed for the better by the services that CASA provides and the friendships that have been created.
“Without friends no one would choose to live, though he had all other goods” Aristotle
2. Volunteer Charter
•
CASA commits to give each volunteer meaningful work &
ensure that the volunteering experience is a rewarding one
•
CASA commits to ensuring that each volunteer knows
what is expected from them & to define clear meaningful roles
for them
•
CASA commits to ensure that each volunteer is offered
appropriate training where necessary & to have policies and
procedures for volunteers
•
CASA commits to the supervision and support of volunteers & to be available for volunteers & ensure that they know
where to go if they have a problem
•
CASA commits to providing a safe working environment
for volunteers including insurance cover
•
CASA commits to providing equal access to volunteers
free of any discrimination
•
CASA commits to having the contribution of volunteers
recognised & to thank & value volunteers
•
CASA commits to reimburse volunteers for out-ofpocked expenses
•
CASA commits to making volunteers aware of any
disciplinary and grievance procedures and to inform them of any
legal liabilities
•
CASA commits to supporting a volunteer who says “no”
and to leave without feeling guilty
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3. CASA Mission Statement
“Through high quality events in a caring and relaxed setting we will enable our members to develop friendships
and empower themselves socially.”

Our Values
Casa is committed to its mission, and works to achieve it through the implementation of our core values.
Our core values are as follows:Friendship- The need to relate to others is a basic human need. CASA is aware that for people with
intellectual or physical disabilities there are added difficulties in developing friendships and social networks
that most people take for granted. All CASA activities address this by facilitating the development of friendships between members.
One to One Care- One to One is the hallmark of our approach. Our success as care givers for more
than two decades is based on the principle that one to one care is the best way of ensuring that everybody
is included and can participate fully in our activities.
Spirituality- Every individual in CASA is important and no member is more valued than any other.
This sense of equality resonates strongly with our Christian roots. Particular religious beliefs have never
been a prerequisite of membership of CASA.
Quality- Our members are entitled to high quality services delivered in an atmosphere of trust,
friendliness and mutual respect. We continually enhance our services through regular consultation with
members.
Social Inclusion- We value the role and contribution of each member in our organisation. By
encouraging all members to contribute to the best of their ability we give them the confidence to participate more fully in CASA and in the wider community in which they live.

5

CASA HISTORY and SERVICES
4. CASA
history
In 1981 CASA was founded by a group of volunteers. Its central purpose was the development of friendships,
through social events, for all its members. Now, over 25 years later, we celebrate the fact that we still adhere
to that same purpose, friendship. Starting from a small number of groups the network expanded. Today local
groups exist in Dublin, Cork and in Longford, with the recent addition of Maynooth. Over the years CASA
friends have shared innumerable social events, holidays, respite breaks and pilgrimages to Lourdes. In 1989
CASA opened its first permanent respite house in Malahide and in 1999 a second house was purchased in
Swords. CASA Breakhouses was formed to manage the respite programme. To help with fundraising CASA
has six charity shops, four in Dublin, one in Cork and one in Longford, all of which are doing well, thanks to
the generosity of the public.

The continued existence and success of this
organisation is a tribute to the commitment of
all its members and the support of families and
people associated with CASA. We look forward
with hope to facing the challenges and embracing the changes which the future holds for CASA.
At present CASA is hoping to extend its services, both in Dublin, and nationwide.
CASA is affiliated to the Disability Federation of Ireland.

5. CASA services
CASA, The Caring and Sharing Association is a voluntary organisation whose services include:
•

Regular social events in our network of over 20 branches.

•

Respite breaks

•

Pilgrimages to Lourdes
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VOLUNTEERING
6.1 Who can volunteer?
CASA welcomes volunteers from all walks of life and backgrounds. Volunteers are not required to have any
previous experience in volunteering or indeed in the area of disability. To become a volunteer for CASA
candidates are required to be over the age of sixteen.
6.2 Role of the Volunteer/Time commitment.
The role of the volunteer is to attend monthly socials, and occasional meetings. At the monthly socials,
volunteers will be paired up with a CASA member for the afternoon. The monthly meetings are an opportunity to assess the success of the socials, and a place to ask questions, give input and learn from the more
experienced volunteers. As fundraising is necessary to support the activities of local groups, volunteers may
be asked to assist in this from time to time. The ultimate role of the volunteer is to facilitate and participate
in the development of new friendships. This in essence is the heart of CASA.
6.3 Attributes CASA looks for in a volunteer.
Positive
Team Player
Good communicator
Helpful
Respectful

Committed
Good time keeper
Enthusiastic
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VOLUNTEERING

6.4 Volunteer Induction Training/Ongoing Training
Every volunteer will be provided with induction training. Induction training will provide you with an opportunity to learn more about the organisation and familiarise you with your volunteer role. During Induction
you will have the opportunity to meet with some CASA members, fellow volunteers and staff. There will be
some brief training relating to manual handling, communication skills, health and safety and basic first aid.
There will also be a chance to ask as many questions as you need to.
Further training courses/seminars may be offered from time to time to support you in your role as a volun-

6.5 Volunteer support and supervision

allows us to provide any information the volunteer needs in order to fulfil his or her role, and allows CASA to
monitor volunteer performances. In order to provide volunteers with the support that they may require
CASA will provide volunteers with a support person. Their role is to provide you with one to one support
during your time as a volunteer. This nominated volunteer support person may be a staff member or
another volunteer. Any problems a volunteer may encounter, or questions that may arise may be brought to
this person. CASA wants the volunteers experience to be a positive one, free from worry or confusion.
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VOLUNTEERING

6.6 One to One
One to One care is the hallmark of all CASA activities. In practice this means that each member with a
disability will be paired with a volunteer for the duration of the activity.
When CASA was first set up groups did not pair people off together. It was noticed that some members,
often quieter ones, got left out or lost in the crowd. The one to one ensures that all members get the attention or help they may need. It also makes it easier for new volunteers to integrate into the group. It is not
the intention however of the one to one that people will only interact with the person they are paired with.
It simply guarantees that everyone will be able to participate fully in the activities; with the comfort of
knowing they have someone at their side should they need them.

6.7 Probationary Period
New volunteers should be informed that there is a probation period of three months.
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GENERAL
INFO
7.1 Health and Safety
According to health and safety legislation, CASA has a duty of care to its volunteers by ensuring a safe and
healthy working environment. All volunteers have an individual responsibility to protect their own health
and safety, as well as that of their colleagues and service users. Detailed information on aspects of health
and safety are outlined in CASA’s Health and Safety statement.
7.2 Confidentiality
During the course of your volunteering you may have access to confidential information regarding CASA
and its members. This information must not be disclosed to third parties during or after volunteering for the
organisation. Any breach of confidentiality will be considered gross misconduct and may result in you
being asked to discontinue volunteering.
The only exception to this confidentiality clause is where the volunteer suspect’s abuse against a member
with a disability is taking place. In this instance the volunteer must report their suspicions to their group
leader or volunteer support person at the earliest opportunity.

7.3 Accidents/Incidents
Any incident or accident that occurs in the course of your volunteering

orted to

leader/volunteer support person at the earliest opportunity, and an accident/incident form must be filled in.
7.4 Mobile Phones
Volunteers are requested to limit the making and receiving of personal calls during a CASA activity.
7.5 Alcohol/Illegal drugs
The consumption of alcohol by volunteers during CASA activities is generally prohibited.
The consumption of illegal drugs by volunteers during CASA activities is strictly prohibited.
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GENERAL
INFO
7.6 Speaking to the Media
Before speaking to the media on behalf of CASA, volunteers must obtain permission from the relevant
member of staff in the CASA office, or their group leader.
7.7 Retaining Personal Records
CASA retains information on all members, volunteers and staff. The information retained relating to volunteers is as follows; your application form, information relating to your application, references, Garda clearance, medical information(where relevant), record of training you
have undertaken including induction training, and any other
information relevant to your volunteering with CASA.
All information retained by CASA is done in accordance with
Data Protection legislation. It is important that you notify your
volunteer support person of any changes in personal address or contact details. Your file will be accorded
the same confidentiality as staff files.
7.8 Insurance
CASA volunteers are covered by CASA insurance while engaged in activities sanctioned by the organization.
7.9 Equal Opportunities

CASA works to promote equal opportunities for people with disabilities, staff, volunteers and the
general public. Everyone will be treated equally regardless of; gender, race, age, religion,
martial/family status, sexual orientation or disability.
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CODE OF CONDUCT and GRIEVANCE AND DISCIPLINARY
PROCEDURES
8. Code of Conduct
CASA is committed to ensuring that everyone’s involvement in the organisation is a positive experience.
This applies to members, volunteers and staff. CASA therefore asks all volunteers to commit to a code of
conduct that promotes a positive environment. Where volunteers operate outside this code of conduct,
they may be asked to discontinue volunteering.
The following are considered to be in breach of the Code of Conduct:
•

Criminal Conduct

•

Breach of Confidentiality

•

Assault, verbal abuse or threatening behaviour

•

Abuse of alcohol or drugs

•

Non adherence to health, safety and hygiene standards

•

All forms of bullying, abuse , harassment and discrimination

•

Lack of respect for people with disabilities, fellow volunteers, staff and the general public

•

Non-adherence to good practice in regard to reliability and commitment

•

Gross negligence

9. Grievance and Disciplinary Procedures
If the volunteer has a grievance, which he or she considers genuine, with any aspect of their involvement
with CASA, he or she has the right to a hearing with the management committee or representative of same,
as circumstances warrant.
If CASA considers that a volunteer is unsuitable for their volunteer role based on their performance, conduct
or non adherence to CASA policy and procedures, it retains the right to ask the person to discontinue volunteering. CASA is committed to fair and respectful disciplinary procedures, allowing for the individuality of
the volunteer. However the safety of our members must always be the highest priority for CASA management.
A copy of CASA’s disciplinary and grievance policy and procedures are available on request.
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MOVING ON/ ENDING THE VOLUNTEER AGREEMENT
10. Moving on/Ending the volunteer agreement
CASA never wants to lose a volunteer but understands
that people’s circumstances change. A volunteer may
decide to discontinue volunteering for a number of reaso ns.
If you feel you can no longer volunteer for CASA, then we
would ask you to inform your support person or group
leader at the earliest opportunity. Volunteers should never
be afraid to pass on this news, as CASA will always be
grateful to them for their contribution and would always
like to have the opportunity to wish them well in the
future. Once you have been a volunteer for a period of
time, CASA will provide you with a written reference of
your participation with the organisation.
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CONTACT INFORMATION

CONTACT INFORMATION
OFFICE
Carmichael Centre, North Brunswick Street,
Dublin 7
www.casa.ie
01 -8725300
info@casa.ie
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