Registration Form Guidelines

Please find enclosed one of our Organisation Registration Forms to complete that will help us to advertise on your behalf the volunteering opportunities within your organisation.  To ensure that we are able to do this as effectively as possible we ask you to read through the simple guidelines below:

· Please complete the name and contact details of the most suitable person within your organisation for us to contact when dealing with potential volunteers.

· Complete the Volunteer Role Description found at the front of the form as fully as possible including any specific requirements the role has.  People will respond more positively to a more descriptive role specification than a simple sentence.  This will also help you to save on time as it will help you to eliminate at the early stages of recruitment those individuals who may not be suitable for the role. (we have enclosed two sample roles for you, should you need them)
· Complete a role description for all volunteer roles that you have within your organisation 
· Keep us up to date with the information you provide on the form.  Inform us of any changes of address, contact person or any amendments to opportunities that may occur i.e. additional volunteer roles or roles that are full to capacity.  This will help us to advertise more effectively and help to avoid disappointment when positions no longer exist.

· Please provide us with any information leaflets or application forms that we may pass on to potential volunteers, this again will help to recruit volunteers and may save you time.

