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An introduction to VCSE Advocates and VCSE Voices  

Working with partners, Nova is looking for people who can advocate and speak for the VCSE sector at strategic and decision-making boards in the Wakefield district. 

Many decision-making boards exist to coordinate and deliver health and wellbeing services, adults' services, social care and children and young people’s services. 

Each meeting has a responsibility to include representation from the VCSE sector and therefore, Nova is recruiting people to be this voice and provide expert advice and leadership. 
 
[bookmark: _Toc128580176][bookmark: _Toc128580347]The role of Advocate 
These people will be called VCSE Advocates: they will attend board meetings and champion the sector. They will provide knowledge and insight about the needs of VCSE groups and the diverse communities they serve, sharing information from and to the sector while partaking in decision making and planning, using their experience and knowledge to improve joined-up services. 

The role is not to lobby for an individual organisation or viewpoint but to advocate for the collective sector, promoting collaborative working and harnessing the strengths and experience of the VCSE community. 

Advocates will be professionals or volunteers from VCSE organisations and will have experience in front line delivery, a working knowledge of the sector and expertise in their area. 

We are keen to ensure a diverse pool of advocates are recruited and that the roles are accessible. Therefore, advocates do not have to be CEOs or senior managers, but instead will identify as a ‘VCSE leader.’

[bookmark: _Toc128580177][bookmark: _Toc128580348]Reimbursement
Advocates will receive backfill for their time and expertise. The remuneration will be set at £23.70 per hour and Advocates will be paid for both preparation time and meeting time. 

For example, an Advocate attending a 3-hour board meeting with 2 hours preparation will be remunerated £107.50 (5 hours). Hourly payment is inclusive of incurred travel expenses. However, for advocates with disabilities, additional expenses will be paid. Advocates will invoice Nova for each meeting attended, specifying hours. 
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A pool of Advocates is being recruited to attend the different meetings taking place across Wakefield district. Collectively, individual Advocates will form the VCSE Voices network – a space for Advocates to meet, share information and updates, receive peer support, identify shared themes, and collaborate on planning and development. 

The VCSE voices network will meet monthly, will be self-led and chaired by Advocates. Nova will facilitate and provide support, as necessary. 
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This is an evolving piece of work that will change over time - informed by co-production and feedback from the VCSE sector and advocates – but which is built upon the following principles: 

· Equity 
· Respect
· Co-production 
· Accessibility 
· Transparency 
· Accountability 

When fulfilling the role of VCSE Sector Advocates, the above principles must be followed. 
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Each Advocate role will have an individual role profile. This role profile will explain specific information about the board - its purpose and remit – and the corresponding roles and responsibilities of the advocate attending, aligned to the knowledge and expertise required by the meeting. 

However, all Advocates will fulfil standard roles and responsibilities: 
· Advocate for and where possible, represent the VCSE sector during board meetings, drawing upon the views and knowledge of the broader sector beyond your own organisation.   
· Gather and understand the views of the wider sector by attending relevant VCSE voices network meetings and briefings to hear diverse VCSE voices and opinions. 
· Represent and advocate for the best interest of the collective VCSE sector and not just your own organisation 
· Advocate for the communities you serve, broadcasting and prioritising their voice. 
· Maintain regular contact with NOVA for ongoing support and to provide feedback from meetings which will be shared with the wider VCSE sector. 
· Communicate information and insight from board meetings back into the sector and to peers via two-way communication mechanisms.
· Attend VCSE Voices meetings and offer peer support and development to other VCSE Advocates
· Commit to attend board meetings or provide sufficient notice when unable to attend.  
· Commit to board meeting preparation time, including reading relevant papers and preparing presentations where required.
· Build and maintain positive and effective working relationships with board meeting members to promote collaborative, cross sector and multi-agency working. 
· Contribute to developing co-ordinated and strategic VCSE representation across district-wide meetings to response to the issues and needs of our communities and sector. 


[bookmark: _Toc128580181][bookmark: _Toc128580352]Service Agreement Nova and VCSE Advocates 
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Being a NOVA VCSE sector Advocate is an exciting opportunity for both personal and professional development. 
As an Advocate, you will profile the innovative and essential work of the VCSE sector in an environment where your input, knowledge and experience will be welcomed.
We believe that being an Advocate is a two-way process. We are grateful for the time and support that you are offering to us. Equally, we want this to be a fulfilling and enjoyable experience for you. 
We feel that it is important to outline what each party can expect from the other to build a mutually rewarding partnership.
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· We will operate within the spirit of equality, diversity and Nova values
· We will give you a clearly defined role profile.
· We will be accessible and ensure you have regular contact with the Nova Advisor leading the VCSE voices initiative.
· We will offer flexibility within the Advocate role and consider any personal or other commitments you may have.
· We will ensure your voice is heard within Nova and the wider sector; we’ll ask for your views and ideas whenever we can.
· We will endeavour to resolve any concerns promptly and fairly.
· We will provide you with knowledge, information, and advice about VCSE sector activities in Wakefield district.
· We will support you with any actions required regarding the meetings you will attend on behalf of Nova.
· We will give you an induction which will address any training and development needs.
· We will provide introductions and connections to build your networks and partnerships.
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· To enjoy being a Nova VCSE Sector Advocate
· To engage with your role to the best of your ability
· To understand the strategic context for the VCSE sector in the Wakefield district
· To understand the issues facing VCSE organisations in the Wakefield district
· To work with the Nova advisor in identifying any developmental/training needs you may have and be willing to attend any training offered.
· To support and uphold our values and work. 
· To represent on behalf of the sector and not with a personal or organizational bias
· To be confident in feeding back to and listening to the views of the sector
· To keep in regular contact with the Nova advisor about your role and inform them of any concerns you may have, whether in person, by email or by telephone
· To engage in the feeding back process by informing the Nova team of your work and providing feedback after the board meetings 
· To attend all relevant meetings or give sufficient notice if you are unable to so that a deputy can be arranged. 
· To attend the Nova VCSE voices network meetings 
· To prepare for the meeting where you are VCSE sector Advocate. 
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Nova endorses the principle of delegating voice, empowering VCSE sector leaders to attend meetings to provide a diverse and authentic VCSE sector voice. 

As a nominated representative and advocate for the VCSE sector, Nova entrusts VCSE Advocates to act professionally and respectfully, using their voice and influence to create positive change. 

VCSE Advocates are obliged to operate within the guidance and Terms of reference provided by specific boards. Advocates must also act within the principles of the VCSE Voices initiative as detailed at the start of the handbook. As such, incidences of poor conduct will be delt with at the discretion of board policies and Advocates may have to step down from their position. 

I agree to fulfil the commitment outlined above and understand that failure to do so, may result in relinquishing my VCSE Advocate position. 

	

Name:
	



	

On behalf of organisation:
	



	Meeting/s where representing:
	




	

Date:
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[bookmark: _Toc128580187][bookmark: _Toc128580358]Context 
As part of VCSE Voices and the recruitment of Advocates, Nova is operating a backfill scheme for VCSE Sector Advocates. This is in recognition of the ongoing commitment and valuable contributions you make. We know that finding capacity to be an Advocate can be challenging, particularly for smaller organisations. For that reason, we have secured money for payment for backfill from our funders. 

This agreement aims to set out a clear and consistent approach to reimbursement for Nova VCSE sector Advocates. 
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We are offering standardised backfill payments to reimburse organisations who supporting a VCSE Sector Advocate

Remuneration is set at £23 per hour and Advocates will be paid for both preparation time and meeting time. 
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Nova is piloting a reasonable preparation time framework, providing guidance to Advocates about how long they might expect to spend preparing for a meeting. 

For standard meeting participation, e.g. reading agenda items, associated papers and collating personal preparatory notes, the following reasonable preparation time is advised: 

	Meeting Duration 
	Reasonable Preparation time 

	3 hours 
	1.5 hours

	2 hours
	1 hour

	1 hour 
	30 minutes 



When additional input is needed, for example, preparing and giving a presentation, some additional preparation time is advised. If this is required, Advocates should notify Nova during standard keeping in touch sessions to agree additional preparation time payment. 

The above preparation time guidance will be flexible considering additional requirements and access needs. If you feel the preparation time is insufficient for you, please raise this during an induction or keeping in touch session. 
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During Induction, each Advocate will receive a schedule for upcoming meeting dates and times which will set out how many hours they can expect to spend attending meetings over the next 6-12 months. 

Your organisation will be allocated an upfront payment, for a maximum of 3 meetings, to cover expenses relating to your involvement as a Nova VCSE sector Advocate. 
 
Payment will be calculated based on the estimated time commitments of each board Advocate and each Advocate’s organisation will be asked to invoice Nova for this figure. 

Example: 
An Advocate attending the monthly Children and Young People’s Partnership could invoice for 
· X3 monthly 2-hour meetings 
· X3 1 hour preparation time 

TOTAL: 9 hours x £21.50 = £193.50 

Payment will be made on receipt of the signed service agreement (with an invoice attached) and confirmation of meaningful engagement (see the commitment below).
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We appreciate that it is not always possible to attend every meeting and we are not introducing a formal monitoring of this work. As part of the agreement, we would like your organisation to commit to you:

· Attending the relevant meetings and workshops as agreed. 
· Preparing for meetings by reading papers and undertaking the appropriate steps to ensure effective representation of the diverse sector.
· Where appropriate, identifying a deputy to the role.
· Actively feeding back information from the meetings using the agreed Noval mechanisms.
· Sharing learning through communications and engagement work, in collaboration with the Nova VCSE Voices adviser and wider team and partners.
· Attending and contributing to feedback and evaluation meetings. 

If you are happy to proceed, please complete the section below and return the agreement to VCSEvoices@nova-wd.org.uk as soon as possible. 
-------------------------------------------------------------------------------
I agree to fulfil the commitment outlined above and spend the funds in accordance with the above. 
	

SIGNED:
	



	

NAME:
	



	

ON BEHALF OF ORGANISATION:
	



	MEETING/S WHERE REPRESENTING:
	




	

DATE:
	










[bookmark: _Toc128580192][bookmark: _Toc128580363]Training and support

A range of support is available for Advocates - when and if needed – to enable successful participation in board meetings and decision-making processes.  The support package will comprise Nova services, peer support, and induction and training.   
 
We recognise that not all advocates will require support and training.
 
Nova will facilitate meeting observations for interested applicants who would like more information before applying and committing to the Advocate role. 
 
Support from Nova
Advocates will be supported by the Nova VCSE voices Advisor and the wider Nova team, who will provide: 
 
· Knowledge, information, and overview of the process, providing responsive one to one help when needed (Advocates or anybody interest in the role can contact Lydia.baldwin@nova-wd.org.uk with any questions) 
· Links and signposting to identified support and training needs. 
· Support to complete actions required after meetings, (for example, research, data, engagement with the wider sector) 
· Support and systems for communicating information from meetings back to the sector, sharing useful insight.
· Pre-briefs and de-briefs with Nova and relevant partners to ensure understanding and information exchange. 
 
Support from Peers 
Nova will further facilitate peer networking and mentoring support via: 
· The formation of the VCSE Voices group – a monthly peer support meeting bringing together Advocates from different boards. This will be an open space led and chaired by Advocates to think collaboratively and reflect on VCSE representation: successes, challenges, and opportunities. 
· Peer mentoring and shadowing opportunities to support Advocates who are in new in post and to provide opportunities to mentor the next Advocate, ensuring succession and transitions are well managed. 
· A slack board or Teams Channel for Advocates to access resources, training, and discussion 
· A WhatsApp group for responsive support, Q&A and updates 
 
Additionally, Nova will advocate for and deliver training to existing board members and chairs about accessibility and inclusion, to create shared responsibility for inclusive engagement with the VCSE sector during board meetings.
 
Induction and training
· Induction meeting: one to one or group session with Nova advisor for general introduction covering: board information; identifying support needs; general Q and A and training. 
· Pre-briefings: Advocates will attend a pre-briefing session before board meetings to work through a summary of board papers, identifying the main discussion points; go through meeting attendees to fully understand who is in the meetings and what their role is; clarify any questions; consider any points they would like to bring to the meeting/ add to the agenda. 
· Meeting de-briefs: one to one or group session with advisor to reflect on meeting; communicate key points (into written report that Nova can share with sector) and raise issues to take to the next meeting 
· Leadership development programme delivered through Nova and VCSE voices to support advocate development
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 VCSE Advocates provide a voice from the sector at decision making boards and statutory meetings. It is equally important that relevant information from meetings - details of discussion, decisions and key action points – are communicated back to the wider VCSE sector.   
 
This two-way communication aims to create joined-up and informed practices by sharing relevant information to build services and strategy.  
 
The following systems and tools are in place to facilitate communication.  
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· VCSE voices Advocates WhatsApp group  
· VCSE voices Advocates Teams/ Slack channel  
· VCSE Voices Assembly meetings  
· Nova Secretariat function* 
 
Below are ways Nova and Advocates will create two-way communications.  
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· Advocates attend pre-meeting briefings with partners who share pertinent information to take to board meetings. For example, a meeting with Nova Advisor or Young Lives coordinator 
· Advocates attend relevant sector meetings, for example, Third Sector Leaders, Hubs and Anchors, Young Lives, Positive Mental Health Network to relay collective insight and themes. 
· Where relevant and possible, Nova share agendas (through online platforms) ahead of meetings with sector partners who feedback pertinent information to be raised.  
· VCSE sector partners share information and feedback during VCSE Voices meetings.  
· Information and Insight shared with Advocates as and when needed through online communication channels: WhatsApp, Slack, Teams  
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· After board meetings, Advocates provide a short update to the VCSE advocates network through online channels in their chosen format – short video, short message.  
· Advocates attend short debrief with Nova and share more detailed feedback and notes (see feedback form below_ 
· Nova formalises feedback given in debrief and shares with wider sector through website or other update services (secretariat) 
· Advocates (and Nova) share feedback from board meeting during VCSE Voices assembly meetings  
· Advocates (and Nova) share feedback from board meeting during wider sector meetings and with wider Nova membership 
 
With time, the two-way communication process will create a continuous circle of receiving information and providing feedback, to progress effective conversations.  
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Nova provides secretariat support to advocates to support them in role, for example, receiving and circulating agenda and minutes to alleviate pressures on advocates and providing summaries of length reports prior to meetings. Nova will additionally provide support to complete actions required after meetings, (for example, research, data, engagement with the wider sector).    This enables advocates to fulfil their role of providing insight about current needs and services without additional burden on capacity.  
 
During de-briefs and at meetings Advocates can use the below feedback form to collect information in and from meetings for Nova to share as part of two way communications.   
  
[bookmark: _Toc128580198][bookmark: _Toc128580369]VCSE Advocate Board Feedback Form 
 
If helpful, please use this form to collate meeting notes to assist in the de-brief session and to be shared with Nova and the wider VCSE Voices Assembly.  
 
Please return this form to Lydia.baldwin@wakefield-wd.org.uk and attach the meeting agenda.  
 
	Name 
	 

	Meeting Attended  
	 

	Date of Meeting  
	 

	Date of next Meeting  
	 


 
 
Meeting Feedback  
 
	What were the main points of discussion?  

	- 
- 
- 


 
	What questions or feedback were raised? 

	 


 
	Were any opportunities identified for the VCSE sector to contribute/ challenge the above points? 

	 


 
	What actions did you take from the meeting for yourself, Nova and the sector to follow up? 

	 


 
 
Sharing and future planning  
 
	What support do you need from Nova to help at future meetings? For example, research, data, engagement with the wider sector. 

	 


 
	What are the key themes, important messages or information that needs sharing with the sector? 

	 


 
	What items would you like to bring to the agenda at the next meeting/ what feedback would you like to give the board? 
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