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Opportunity Registration

Thank you for asking the Volunteer Centre Sunderland to help you find volunteers. In order to register your opportunity on our database – V-Base – We would be grateful if you could complete the attached form, and return it to us along with any fliers or other information (electronic application forms, information sheets) that we can give out to potential volunteers.

I appreciate that the form asks for a lot of information! If you have any questions or concerns, please get in touch with us.

Some initial notes:

The information you provide on this form will be used by us to match volunteers for this opportunity. The information will also appear on the National Volunteering Database (www.do-it.org.uk), unless you instruct us to the contrary. 

It is important, therefore, that the information you provide is as accurate as possible, since this will help volunteers to decide whether or not they want to volunteer for your organisation. You should try to make the opportunity sound interesting, appealing and worthwhile since this will help attract volunteers. You will find some guidance notes overleaf.

The National Volunteering Database (NVD)

We regularly upload details of volunteering opportunities to the NVD, which are then available to the public from the do-it web site (www.do-it.org.uk) where they are able to search the database to find opportunities that match their interests. 

When you have completed this form please return it to:

Volunteer Centre Sunderland, 4 Toward Road, Sunderland, SR1 2QF
Tel: (0191) 567 8902
E-mail: sunderlandvc@aol.com 
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These common-sense guidance notes have been prepared by Youth-Net, who operates the national volunteering website www.do-it.org.uk. The details you supply about your volunteering opportunity will appear not only on the print-outs we give to people we interview, but will also appear on the national volunteering website, so do take the time to think about how you present the information.

Writing opportunities: some guidelines for organisations

Introduction

· Well-written and clearly expressed opportunities are far more likely to attract potential volunteers.

· Time spent writing opportunities will pay off in the long-run.

Writing opportunities

· You need to attract people’s attention instantly and then prompt them to request more information. 

· The title is the first thing people will look at - does it capture what the role involves?

· Start the opportunity description by making clear what the benefit is to the volunteer. What skills will they develop? Who will they be working with? What benefit will their volunteering bring to the organisation as a whole? How much fun will they have?!

· Then set out what is required, including an idea of the time commitment.

· Use short sentences and clear language. Avoid lists containing more than three items.

· Remember that you are trying to sell the opportunity (but don’t overdo it!)

A second opinion

· If possible, get someone else to read through what you have written. Ask them if it makes sense, if there are any mistakes and if they have any suggestions for improvements. 

Two examples

1)
Lunchtime Assistant

Volunteers are needed to help lay the table, serve lunch and wash up

Might be better expressed as:

Lunch-club helper

Make friends over lunch. Our friendly stroke club needs volunteers to help
 with lunch-time duties and to socialise with members.

2)
Shop assistant

Homelessness charity works to give people a chance to help themselves. We run outreach, hostel and support services. We need volunteers to help in our charity shop. 

Might be better expressed as:


Retail assistant

Are you keen to start a career in retail? Our busy shop needs an enthusiastic assistant to help sort, select and sell. Profits go to our work helping homeless people to help themselves.
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Volunteering Opportunities (Please photocopy as required)

	Name of Organisation :

	Opportunity Title:



Contact for this opportunity: 

	Name:                                                        Job/Role Title:


	Tel:                                                             Email:




	Short description of opportunity to appear in mobile applications etc. (more than 75 characters but not more than 250).
Full description of opportunity including Tasks and Responsibilities (No more than 2000 characters)















Skill / Qualities Required:




	Volunteer Commitment

	Full time (30+ hrs per week)
	
	Part time (a few hrs per week / month)
	
	Short term (one-off)
	


	Opportunity Start Date
	
	Opportunity End Date 

(if appropriate)
	


When will these voluntary activities take place?
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	AM
	
	
	
	
	
	
	

	PM
	
	
	
	
	
	
	

	EVE
	
	
	
	
	
	
	


	Categorise your Opportunity:  

(Tick a maximum of 5 boxes that describe your opportunity– these are the categories used by our database, so unfortunately they can’t be changed0

	Area of Benefit/Interest: 

(Who/what would you like to help?) 
	(
	Type of Activity: 

(What would you like to do?)  
	(

	Animals
	
	Administration
	

	Art & Culture
	
	Advice Information and Support
	

	Children
	
	Architecture & Building Work
	

	Disability
	
	Art
	

	Disaster Relief
	
	Befriending & Buddying
	

	Domestic Violence
	
	Business Management and Research
	

	Drugs & Addictions
	
	Campaigning & Lobbying
	

	Education & Literacy
	
	Caring
	

	Elderly
	
	Catering
	

	Emergency Services
	
	Community Work
	

	Employment
	
	Computers, Technology & Website
	

	Environment
	
	Counselling
	

	Families
	
	Driving
	

	Gay, Lesbian, Bi and Transsexual
	
	Employee & Group Volunteering
	

	Health, Hospital & Hospices
	
	Entertainment
	

	Heritage
	
	Finance Work
	

	Homeless & Housing
	
	First Aid
	

	Human & Civil Rights
	
	Fundraising
	

	International Aid
	
	Gardening
	

	Legal Aid & Justice 
	
	General Helping
	

	Mental Health
	
	Hostel Work
	

	Mentoring
	
	Languages
	

	Museums
	
	Legal Work
	

	Music
	
	Local Events
	

	Politics
	
	Marketing, PR & Media
	

	Prisoners & Ex-Offenders
	
	Mentoring
	

	Race, Ethnicity & Refugees
	
	Music
	

	Religion
	
	National & International Events
	

	Sport & Outdoor Activities
	
	Officials
	

	Women’s Groups
	
	Practical Work & DIY
	

	Youth
	
	Retail & Charity Shops
	

	
	
	Sports Development
	

	
	
	Teaching, Training & Coaching
	

	
	
	Trusteeship & Committee Work
	

	
	
	Under 16 Volunteer Work
	

	
	
	Youth Work
	


Please complete all sections below

	Arrangements
	YES/NO
(Delete as appropriate)
	If Yes, please provide more information

	Is there an age or gender restriction on the opportunity? Please state minimum and maximum age of volunteers if applicable
	Yes / No
	

	How many volunteers do you require for this role? 
	Please state number required
	

	Do you reimburse the volunteer’s expenses?
	Yes / No
	

	Do you have an Equal Opportunities Policy?
	Yes / No
	

	Are your volunteers covered with adequate insurance?
	Yes / No
	

	Do you offer your volunteers childcare facilities? This includes crèche facilities or if you are able to pay childcare expenses to volunteers.  
	Yes / No
	

	Does the venue where the volunteering opportunity takes place have disability access? E.g. toilets, ground level access parking.  Please give details
	Yes / No
	

	Will you take volunteers with additional support needs? E.g. physical, disabled, mental health, learning disability
	Yes / No
	

	Do you provide your volunteers with an induction? Please provide details of induction method used e.g. induction pack)
	Yes / No
	

	Do you provide training for your volunteers? Please indicate the nature and frequency of any training e.g. on the job, accredited, in house etc
	Yes / No
	

	Do you require a minimum commitment per week from your volunteers? Minimum number of hours you would be willing to take on a volunteer per week
	Yes / No
	

	Do you require an overall minimum commitment from your volunteers? This refers to how long overall you would ask a volunteer to stay with the project
	Yes / No
	

	Is there an estimated application process time? Please indicate estimated length of time from volunteer applying to when they can start volunteering, taking into consideration CRB checks etc
	Yes / No
	


	Recruitment method: (please tick as appropriate)

Application form 

Informal discussion

Interview 

References

CRB check 

Trial period                                                   If yes, how long?  __________


















