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Dear Applicant 
 
 

Thank you for your interest in volunteering at Off the Record’s Young Carers Service. 
 

The roles provide an important function within the Young Carers Service, which is in turn a fundamental 

part of the agency’s services. The Volunteer Respite Activities & Learning Support Club Assistant role 

provides much needed support to the Young Carers Service staff in the delivery of its services 
 
 
Learning Support Club 
 

The Learning Support Club is more than a homework club. It is a time for young carers to be able to do 

their homework with assistance in areas in which they are not confident. In addition to this it allows them 

to obtain skills in research and help with all areas of their education curriculum. The LSC Assistant should 

aim to help the young people attending the LSC to improve their educational outcomes and should work 

with the Education Support Worker to achieve this for all young carers attending the club. 
 
 
Respite Activities 
 

Throughout the year and during the school holidays the Young Carers Service organise respite activities 

for young carers and this is a huge part of the support we provide. The respite activities we provide are an 

opportunity for young carers to meet with other young carers who are in similar situations in order for them 

not to feel so isolated. It’s a chance for them to make new friends or try something new. 
 
 

Please note that the Equal Opportunities Form is for statistical information only and has no bearing on your 

application, being separated from the Application Form on receipt. However, without the completed Equal 

Opportunities Form we will not be able to contact you as the Application Form does not request contact 

information for you. This ensures that the application process is anonymous and fair at all times. 
 
 
If you are still interested in applying for this role please complete and return both the Application and 

the Equal Opportunities form as soon as possible either by email to recruitment@talkofftherecord.org 

or by post to: 
 

Administrator  
Off the Record Youth Counselling 
72 Queens Road 
Croydon, Surrey 
CR0 2PR 
 

 
If you have any further questions about this role please contact us on 020 8251 0251 
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Background 
 

‘Off the Record’ Youth Counselling Croydon (“Off the Record”) is a registered charity and a company 

limited by guarantee. It is registered in England and governed by a Memorandum and Articles of 

Association. It was founded in 1994 to provide free, independent, confidential, professional counselling 

for 14 – 25 year olds in the Croydon area. Since then, the agency has expanded to include further areas 

of work in Croydon including BME Mental Health Work; a Young Carers Service; and a specialist 

counselling service for young refugees; as well as offering online and face-to-face counselling within the 

neighbouring boroughs of Sutton and Merton. 
 
We are a member of the British Association for Counselling & Psychotherapy and of Youth Access. 

“Off the Record” holds the PQASSO Level One quality award and is a recognised Living Wage 

Employer. Our Croydon Counselling service is also BACP accredited. 
 
We are an outward looking charity with a strong reputation for delivering professional support services 

to young people in South London coupled with the motivation to develop new and innovative 

responses to mental health needs. We have a committed team of around 44 paid staff (mainly part-

time) and 25 volunteers working across 3 boroughs. Our work is funded through a variety of sources 

including Croydon, Sutton & Merton CCGs, London Boroughs of Croydon & Sutton, Comic Relief and 

Children in Need. 
 
 
ORGANISATIONAL VISION AND VALUES 
 

Our Vision Statement (What inspires us) 
 

“Bringing an end to young people’s mental health misery” 
 

Our Values (What we believe) 
 

We believe that all Children and Young People: 
 

• Have a right to be respected and valued whoever they are  
• Have a right to make choices and decisions about their own lives 
• Have the potential to live a vibrant and fulfilling life 

 
Our Principles (We will) 
 

• Keep things private and respect your confidentiality  
• Listen to you in a way that is helpful and supportive 
• Work hard to earn your trust rather than expect it 
• Respect and understand your wishes and beliefs 
• Be clear, honest and friendly 
• Give you as much choice as we can 
• Actively work together with you, rather than telling you how it is 
• Support and challenge you to be the best that you can be 
 

Off the Record is a partner in the national Children & Young People Improving Access to Psychological 

Therapies (CYP IAPT) initiative and works in accordance with IAPT principles in terms proactively using 

routine outcome measures to support our work and in working collaboratively with young people as full 

partners in their own treatment and in the design of services. We aim to ensure that all young people 

who come to Off the Record have access to a wide range of Safe, Accessible, Fast and Effective 

(SAFE) support. 
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Off The Record Organisational Structure & Services 

 
WHAT WE DO 
 

Face to Face & Online Counselling 
 

Croydon – the Croydon counselling service is a free, confidential service for young people aged 14-25 

living, working or studying in Croydon. It is predominantly self-referral and works with over 500 young 

people a year. The service is part of the CAMHS Single Point of Access and works positively with other 

mental health services. 
 

Sutton – the Sutton counselling service works with young people aged 11-25 who are resident in Sutton 

or registered with a Sutton GP. We work within a partnership known as ‘Sutton Alliance’ with SWLSTG 

Mental Health Trust and Jigsaw4U to deliver the borough’s Tier 2 CAMHS services. The service takes 

referrals from the CAMHS Single Point of Assessment as well as self -referrals and works with around 

350 young people a year. We also run a support group for parents of young people who self-harm and a 

weekly multi-agency walk-in session. 
 

Merton - this is our newest counselling service which started operating as a pilot in April 2017 working 

with young people aged 11-25. We have just been awarded a substantial new contract which will greatly 

extend our work in Merton so we have lots of scope for new counsellors to get involved in shaping and 

developing the extended service. The service is currently co-located with the Sutton service and again 

works in partnership with the local CAMHS service taking referrals from the Single Point of Assessment 

as well as self-referrals. 
 

Online – we offer one-to-one online counselling to young people in Croydon, Sutton and Merton through 

our secure online platform with trained online counsellors delivering live-chat and message-based 

counselling. The service particularly targets those who may feel unable or unwilling to access face-to-

face counselling. Sessions can be accessed anywhere by young people through pc’s, tablets or 

smartphones. We were one of the first youth counselling services in the UK to develop our own online 

provision and our site is now being used by Youth Access partners in other parts of the UK. 
 

 
Our Counselling Philosophy 
 

Off the Record believes that the relationship between the counsellor and the young person is at the 

centre of all our work and can help enable change to happen. Counsellors will seek to engage with 

clients in a warm and immediate way, while being mindful of the importance of appropriate boundaries. 

We share a vision of the client as the authority on him or herself and see ourselves as trained active 

listeners who aim to engage with and support the client to develop their understanding and potential to 

deal with life’s challenges, and to find their own unique approach to those challenges. 
 

Off the Record’s counselling teams have a variety of trainings and skills in meeting young peoples’ 

needs but all work within a broadly humanistic model. The counselling teams include qualified paid 

counsellors and volunteer clinicians, who usually join the agency while still in training. 

 
Sutton Uplift 
 

Sutton Uplift is Sutton’s adult mental wellbeing service incorporating a team of voluntary sector 

Wellbeing Navigators working alongside statutory mental health assessment and IAPT services. One 

Wellbeing Navigator is employed directly by Off the Record specialising in support to young adults. 
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Croydon Young Carers Service 
 

The Young Carers Service is a free, friendly and professional service, offering support to young people 

aged 7-25 who are caring for a parent or sibling with a physical disability, mental health issue, long-term 

illness or learning difficulty. We offer a wide range of activities to support young carers, including: 

• Trips and Activities – for all ages during the school holidays, to help young carers take a break, 

have fun and meet other young carers.  
• Emotional Support & Counselling  
• Educational Support – around any issue to do with school, college or training. We also run a 

weekly Learning Support Club. 

• Family Support – giving support to parents where appropriate.  
• Monthly Boys & Girls Groups – a chance for young carers to get together. There’s a variety of 

activities, and sometimes just a chance to meet and relax together. 
 

Croydon Young Refugees Counselling Service 
 

Our Croydon Refugee Counselling Service provides individual counselling and group work to young 

people who are refugees, asylum seekers or forced migrants addressing issues such as trauma, loss, 

self-harm, anxiety and sleep issues. We offer a service within local schools and colleges, as well as at 

Off the Record. 
 

We believe that all young people have the right to access culturally sensitive support that respects 

individual experiences and beliefs. We can also offer counselling through an interpreter, if requested. 
 

We understand that past memories, experiences or trauma can be difficult to cope with and worries about 

the future or problems within the UK can be hard to manage alone. We aim to provide a service which 

respects individual cultures, beliefs and experiences, whilst offering a safe space to talk. 
 

Croydon Community Development Work 
 

We have two Black and Minority Ethnic (BME) Mental Health Community Development Workers who 

work to improve mental health experiences and outcomes for BME young people in Croydon. We:  
• Empower BME communities to play a key role in the development of services.  
• Identify and address barriers to accessing mental health services. 
• Act as a supportive link between BME communities and mental health services.  
• Help organisations to build capacity.  
• Bridge the gap between community organisations and statutory services, providing information 
and advice on how to engage with BME groups. 

 

 

We are committed to raising awareness and reducing the stigma around mental health within BME  

communities. We believe that services should be accessible to all people and that discrimination in 

mental health services should be a thing of the past. We also believe that BME community organisations 

have a significant role to play in the strategic development of more culturally appropriate and responsive 

mental health services. 
 

From July 2018 we have been operating a new project focussing on innovative ways of working with 

BAME young men and mental health. This will include work in PRUs; barber shops and with community 

organisations. 
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Find out more about Off the Record at www.talkofftherecord.org 
 

Role Description 

 

Title:   Volunteer Respite Activities & Learning Support Club (LSC) Assistant 

 

Responsible to: Young Carers Service Coordinator and the Education Support Worker 

 

Hours:  The LSC is every Thursday, from 3.45pm to 6pm during term time only.  

 Respite activities run during half-terms and school holidays. Hours will vary. 

Working hours to be negotiated at the start of volunteering.  

 

Location: Respite activities are mainly off-site. 

The LSC is based at the Young Carers Service at the Carers Support Centre, 

24 George Street, Croydon CR0 1PB. 

 

Role Purpose:  To assist all the young carers staff in the delivery of its services (namely 

respite activities and learning support club) 

 

 
Background Information: 
 
The LSC is available to young children of school going age, aiming to improve their educational outcomes, 
and hence a sensitive and professional manner is of key importance. However the Young Carers Service staff 
do NOT act as counsellors and are expected to maintain clear boundaries between their role and that of the 
counsellors. 
 
All roles within Off the Record are subject to Enhanced Criminal Records Bureau checks. Now known as 
Disclosure Barring Service 

 
Volunteer Respite Activities & Learning Support Club (LSC) Assistant, Tasks include: 
 

1. Provide teaching support during the LSC to the young carers attending each week. 
 

2. Responding to homework enquiries from young people in person. 
 

3. Monitoring, evaluating and recording progress and reviewing homework plans as necessary. 
 

4. Ensuring that the educational needs of young carers are identified and provide assistance to the 

young carer in progressing their education within the LSC. 
 

5. Ability to maintain a specific education focus whilst based within a wider voluntary agency setting 

and to facilitate communication between both in order to provide an enhanced service to young 

carers and their families. 

 

6. Ability to recognise and maintain professional boundaries when dealing with vulnerable children, 

young people and adults attending respite activities and the LSC. 
 
 

7. Ability to work independently making appropriate risk assessments to ensure own safety and that of 

young carers while participating in respite activities and the LSC. 
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8. Handling confidential information about client, treating all information acquired through your work 

with the Young Carers’ Service, both formally and informally, in strict confidence. 

 
 

9. Referring any concerns about abuse or neglect timeously to the Education Support Worker, or the 

Service Coordinator. 
 

10. Carrying out all tasks in accordance with the agency’s values, policies and procedures. 
 

11. Ability to manage young carers on respite activities, including carrying risk assessments whilst 

encouraging participation and ensuring safety and good behaviour. 
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PERSON SPECIFICATION 
 

Knowledge, Skills, Experience 
 

 

1. Experience, interest in and empathy for young people. 
 
2. Ability to respond sensitively to young people in distress on the phone or in person. 
 
3. Clear and professional telephone manner and good interpersonal skills. 
 
4. Discretion when handling confidential information. 
 
5. Ability to maintain clear working boundaries between the role of LSC volunteer and the work of 

the counsellors & support staff across the agency. 
 
6. Good organisational and time management skills with ability to work flexibly, on own initiative and 

prioritise own workload. 
 
7. Ability to work as part of a small staff team. 
 
8. Commitment to operating within the values, policies and procedures of the agency including 

confidentiality and Equal Opportunities. 
 
9. Experience of general office procedures. 
 
10. Moderate computer literacy including some experience of word processing & database entry is 

desirable. 
 
11. Minimum qualification GCSE “C” grade result in English & Maths. 
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