OUTSIDE PRISON-PROGRAM COORDINATOR/LIAISON
(aka AVP Outside “Prison” Liaison) 
Job Description
 
Local groups seek volunteers to be an Outside Prison Coordinator for each facility where they conduct workshops.  The Outside Prison Coordinator is responsible for maintaining a good working relationship with the local facility and appropriate coordination with the facilitating team, the prison staff and the Local Council.

STATUS:  The Outside Prison Program Coordinator serves as the liaison person between AVP and the prison where s/he is Coordinator and is in charge of arrangements for AVP program in that facility.  S/he may (or may not) also be a Trainer or Lead Trainer working in that facility, but the duties of Coordinator are primarily administrative rather than program-related.  The Coordinator is authorized by AVP to deal with prison authorities on matters relating to the organization and the conduct of AVP workshops in the facility concerned. Unless s/he is a member of a workshop team, the Coordinator need not, and usually is not, present during an ongoing workshop.  The AVP person authorized to deal with prison authorities in the course of the workshop is the outside Lead Facilitator.

This individual functions at the behest of the Local Group and can be removed by that group.

QUALIFICATIONS:
· Must live within reasonably easy access to the prison where s/he is Coordinator.

· Preferably has completed Basic Course, Advanced and Training for Facilitators.  May or may not be an active Facilitator, but must in any case be thoroughly familiar with the AVP program.

· Demonstrated capacity to work well with other people.

· Demonstrated ability to meet time schedules and execute necessary clerical tasks,    e.g. prepare letters for prison administration,  work with lead facilitator to ensure that needed materials will be available and cleared for prison entry, keep up-to-date lists of participants and certificates presented, etc.

DUTIES:
· Maintains contact with inside coordinator and creates a good working relationship with prison staff.

· Arranges dates for AVP workshops with prison officials.

· Recruits teams to work in workshops.
· Working with the Local Group, ensures that outside facilitators are cognizant of prison regulations affecting volunteers and AVP workshops.

· Makes advance arrangements with the prison:

· For time of workshop, appropriate "ducats" for team members and participants, procedure to follow to enable workshop to function even during lock-downs, timing of team activities during pre- and post workshop clinicking session and such other challenges that may arise.

· For gate clearance for outside facilitators and outside participants when required.
· Makes local hospitality arrangements for team members coming from a distance or ascertains that such arrangements have been made.

· After the workshop, checks to see that workshop evaluation reports have been handed in and that lists of participants and certificates presented are in good order.
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