14 December 2010
Dear Colleague,

Thank you for expressing an interest in the Volunteer Centre Bromley.

Please find enclosed:


Organisation registration form


Voluntary vacancy registration form

Guidance on completing the forms


What you can expect from us 


What we expect from your organisation

If you have any queries regarding recruitment, supervision or management of your volunteers please contact us.
You will regularly be invited to our Volunteer Co-ordinators’ Forum which provides an opportunity for you to share information and network with other individuals managing volunteers.

Please note that our database, and therefore the National Volunteering Database, is only as up to date as the information we are provided with.  If you fill one of your vacancies or no longer wish us to publicise a vacancy please let us know.

We look forward to receiving your completed forms.

Yours faithfully,

On behalf of the Volunteer Centre Bromley
Registering with the Volunteer Centre Bromley

What you can expect from us

When you register your organisation with the Volunteer Centre Bromley you can expect the following service:

· The details you provide in the black framed boxes, the name of your organisation and the Opportunity Title will appear on the National Volunteering Database* only if you have also registered active volunteering opportunities.

· Your contact details will NOT appear on the Database website* but may be provided to individuals who have expressed an interest in volunteering for your organisation.  (Please contact the Volunteer Centre Manager if you have concerns about this).

· We do not sell or give our database list to any third parties.

· You may receive the following information from us:

· Dates and times of Volunteer Management Workshops 

· Dates and times for the Volunteer Co-ordinators’ Forum

· Information about individuals with specific skills who are looking for 

volunteering opportunities that we do not have registered on our 

database

· Information updates on matters that relate to volunteers or volunteering

· Requests for you to confirm to us that the information we hold about you and your organisation is correct

When you register a volunteering opportunity with the Volunteer Centre Bromley you can expect the following service:

· A Voluntary Vacancy Registration form must be completed for each different type of vacancy you have.

· The opportunity details you provide, where indicated on the form, will appear on the National Volunteering Database* within two weeks of our receipt of the opportunity.

· The contact details you provide will NOT appear on the Database website* but may be passed to individuals who have expressed an interest in your opportunity.  (Please contact the Volunteer Centre Manager if you have concerns about this).

· When an individual expresses an interest in an opportunity you have registered with us we will send you their details, generally by e-mail (by post if you have not provided us with an e-mail address)

· The majority of potential volunteers approach us via the Database website*.  When this is the case we e-mail the potential volunteer, advising them that we have provided you with their details and we give them your contact telephone number.

· Some potential volunteers visit us at the Volunteer Centre in Bromley.  These volunteers are referred to you in the same way as those who have applied via the Database website*.    Again, we will give them your contact details.
· 50 days after we make a referral to you we will contact you, either by post or e-mail, to find out how the volunteer’s application is progressing.  At the same time we will also contact the potential volunteer for an update.

· Three months after either you or a volunteer have confirmed that they have been placed with your organisation we will contact you and the volunteer again to see whether they are still volunteering with you.

Please note:

· The Volunteer Centre Bromley sees very few of the individuals expressing an interest in volunteering in person.   The majority of individuals approach us through the ‘do-it’ website*.

· We do not interview potential volunteers on your behalf, neither do we undertake references on your behalf.

What we expect from you:

· In order for our service to remain as effective and up to date as possible we require you always to keep us informed when:

· The description of a volunteering opportunity changes

· You are no longer looking for volunteers for an opportunity

· The contact details for the opportunity change

· Following a referral we expect you to:

· Contact the potential volunteer within 2 weeks

· Keep the potential volunteer up to date with how their application is 

progressing

· Contact the potential volunteer and advise them if their application is not 

successful

· Respond to our 50 day enquiry about how the referral is progressing

· We expect you to treat all potential volunteers fairly and operate within an equal opportunities/diversity policy

* The National Volunteering Database

Most Volunteer Centres across the country download their database of volunteering opportunities onto the National Volunteering Database.   This database can be accessed by the public using the website 

    www.do-it.org.uk
Individuals interested in volunteering can search for opportunities located within a distance they specify from their postcode.

This is a significant marketing tool.     We recommend that before completing the enclosed forms you have a look at the website to see how organisations present their information and what it is that attracts the most suitable volunteers for your organisation.

Guidelines on completing the registration forms

Registering your organisation

· Complete the Organisation Registration Form as fully as possible.

· The address of the Organisation does not need to be the same as the address for a Volunteering Opportunity.     Please note this information may be provided to individuals who have expressed an interest in volunteering for your organisation.  (Please contact the Volunteer Centre Manager is you have concerns about this).

· The contact details on the Organisation Registration form will be those used by the Volunteer Centre Bromley when we have general information about the Centre and volunteering issues to communicate that we feel may be of interest to your organisation.

· If possible, please provide us with an e-mail address.    

· Some of the information we receive that might be of interest to you is provided to us at short notice and we like to get it out to you as quickly as possible.

· Information about the majority of potential volunteers is provided to us in a format that can be transferred only by an e-mail.

· If you do not have an e-mail address we will still post information to you but you may not receive it as quickly.

· When completing the Directions box please indicate public transport routes.

· All the information you provide in the black framed boxes will appear on the National Volunteering Database should you also register a volunteering opportunity.

· This is a good chance for you to market your organisation.    Have a look at the website www.do-it.org.uk where you can see how other organisations have promoted themselves and made themselves appealing to potential volunteers.

We reserve the right to make adjustments to the information you provide if it is grammatically incorrect, out of date, too lengthy or contravenes data protection.

Registering your volunteering opportunities:

· Complete the Volunteering Opportunity Registration Form as fully as possible.

· The Opportunity address should be the address where the volunteering activity will take place.

· Contact details:

· The contact name and telephone number and e-mail address should be the person to whom we should send the information about potential volunteers.   The details may be provided to individuals who have expressed an interest.  (Please speak with the Volunteer Centre Manager if you have concerns about this).

· Times for the Opportunity

· Please tick each box that indicates when the volunteering activity can take place.   If the opportunity is flexible please tick all the boxes that cover the appropriate periods.
· Full Description, Short Description and Skills and Qualifications:

· These boxes provide you with a chance to market your volunteering opportunity.   

· The information in the black framed boxes will appear on the National Volunteering Database.  
            Full Description - 

· Please provide as much detail as possible about the type of activities the volunteers are required to undertake.  By being as specific as possible you will encourage the most appropriate volunteers for your opportunity.

Short Description –

· This information is the first paragraph that potential volunteers see.  You are limited to 300 characters (not including spaces).   Potential volunteers will take action to look at the Full Description only if this information is appealing.

      Skills and Qualifications –
· Be precise.  If the requirements of the role description cannot be met unless the potential volunteer has specific skills, qualifications or experiences please make sure you say so.
· If you have special requirements (such as age or location) please make sure they are included in this box.

· Directions:

· Please give clear instructions on how to get to the location of the 

volunteering opportunity.   

· Public transport routes are particularly helpful.

· Areas of interest and Types of Opportunity

· Please tick only the boxes that are relevant to the opportunity and to the 

Activities of your organisation (maximum of 5 for each category).    

· Please do not tick unnecessary boxes.

· Recruitment methods:

· Please indicate the processes involved in the way you recruit your 

volunteers

· Group volunteering:

· If the opportunity is suitable for a team of volunteers or for a particular 

age group please indicate here.

We reserve the right to make adjustments to the information you provide if it is grammatically incorrect, out of date, too lengthy or contravenes data protection.
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	ORGANISATION REGISTRATION FORM

	

	Please answer all questions on this form. This information will be put on our database which may reject incomplete data.   This information may be given out to potential volunteers.   Please contact the Volunteer Centre Manager if you have concerns about this.

	

	Organisation:
	

	

	Organisation Address:
	

	Town:
	

	County:
	

	Postcode:
	

	

	Telephone Number:
	

	Fax Number:
	

	Email Address:
	

	Website Address:
	


	Directions

	Please provide some brief directions on finding your organisation.   Particularly useful are the transport links.

	

	Organisation Purpose/Mission Statement

	Please provide us with some details of the purpose of your organisation. This statement may appear on the National Volunteering Database on the internet. Please keep it short and interesting.

	


	Activities of Organisation

	Please provide us with details of the main activities of your organisation. This statement may appear on the National Volunteering Database on the internet. Please keep it short and interesting.

	


	Contact Details

	Please provide the contact details for the person at your organisation who will liaise with us.   These contact details may be provided to potential volunteers.  Please contact the Volunteer Centre Manager if you have concerns about this.

	

	Contact Title:
	

	 Contact First Name:
	

	Contact Surname:
	

	Contact Salutation:
	

	

	Please provide an address if different from the one given for your organisation

	Contact Address:
	

	Town:
	

	County:
	

	Postcode:
	

	

	Telephone Number:
	

	Fax Number:
	

	Email Address:
	

	Website Address:
	

	Good Practice in Volunteer Management declaration:
This organisations has the following systems and policies in place to support volunteer management:

· A person or group, to recruit, train and support volunteers                   (
· Written policies, including equal opportunities, recruitment,

       health and safety, confidentiality and problem solving 

       procedures or the equivalent relevant to volunteers                            (
· Where work involves vulnerable clients, government guidelines 

        are followed on criminal record and related checks                            (
· An insurance policy that covers volunteers                                            (

	Signed:
	

	Name:
	

	Job Title:
	

	Date:
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	VOLUNTEERING OPPORTUNITY REGISTRATION FORM

	

	Please answer all questions on this form. This information will be put on our database which may reject incomplete data.    These contact details may be given to potential volunteers.   Please contact the Volunteer Centre Manager if you have concerns about this.

	

	Organisation:
	

	

	Opportunity Title:

	

	                                                        Maximum of 70 characters, not including spaces

	Opportunity Address:
	

	Town:
	

	County:
	

	Postcode:
	

	

	Contact Name:
	

	Contact Telephone:
	

	Contact Fax:
	

	Contact Email:
	

	

	Opportunity Start Date:
	

	Opportunity End Date:
	

	

	Times for the Opportunity

	Please tick each box when volunteers will be required.  If times are flexible please tick all those boxes that cover relevant periods.

	
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri

	Morning
	
	
	
	
	
	
	

	Afternoon
	
	
	
	
	
	
	

	Evening
	
	
	
	
	
	
	


	Full description of the opportunity

	Please provide us with a description of the opportunity. You should make this interesting and appealing. This statement will appear on the national volunteering database if a member of the public has indicated that they would like more information. 

	

	


	Short Description of the opportunity 

(maximum 300 characters, not including spaces)

	Please provide us with a very short, concise description of the opportunity.   This statement will appear on the national volunteering database and is the first piece of information they will see about your opportunity.  You should make this statement interesting and appealing.  It is the first piece of information a potential volunteer will see about your opportunity.

	

	

	Skills and qualifications required

	Please provide us with details of any skills or qualifications that volunteers may need to participate in this opportunity. This statement may appear on the national volunteering database on the internet.

	

	Directions

	Please provide some brief directions on finding your organisation (the location of the volunteering opportunity).    Transport links are particularly useful.

	


	Areas of Interest and Types of Opportunity

	Please tick the following areas of interest that apply to the opportunity.

(Maximum of 5)
	Please tick the following activities that apply.

(Maximum of 5)

	Animals
	
	Administration
	

	Art and Culture
	
	Advice work
	

	Children and Youth
	
	Architecture and Building work
	

	Disability
	
	Art
	

	Disaster relief
	
	Befriending
	

	Domestic violence
	
	Business and Management
	

	Drugs and Addiction
	
	Campaigning and Lobbying
	

	Education and Literacy
	
	Caring
	

	Older People
	
	Catering
	

	Employment
	
	Community work
	

	Environment
	
	Computers and Technology
	

	Families
	
	Driving
	

	Gay, Lesbian, Bi and Transexual
	
	Entertainment
	

	Health and Hospital and Hospices
	
	Finance work
	

	Heritage
	
	Fundraising
	

	Homeless and Housing
	
	Hostel work
	

	Human and Civil Rights
	
	Languages
	

	International aid and Disaster relief
	
	Legal work
	

	Legal aid and Justice
	
	Marketing/PR and Media
	

	Mental health
	
	Practical work and DIY
	

	Millennium Volunteers
	
	Retail and Charity shops
	

	Museums
	
	Teaching and Training
	

	Politics
	
	Trustee and Committee Work
	

	Prisons and Ex-offenders
	
	Under 16 Volunteering
	

	Race and Ethnicity and Refugees
	
	
	

	Religion
	
	
	

	Sport and Outdoor Activities
	
	
	

	Women’s Groups
	
	
	

	Special Restrictions and Recruitment Methods

	Please tick any of the following restrictions that apply to the opportunity.
	Please tick any of the following recruitment methods that apply.

	Age Restrictions
	
	Application form
	

	
	
	Informal discussion
	

	
	
	Interviews
	

	
	
	Not known
	

	
	
	Other
	

	
	
	Police check
	

	
	
	References
	

	
	
	Trial period
	

	Please indicate if there are any groups of people this opportunity is particularly suitable for:

16-17 year olds                       (              18-25 years olds                     (
Groups of employees              (              V large groups (40+)              (
Large groups (25-40)              (              Medium groups (10-25)          (
Small groups (2-10)                (               Olympics inspired                  (
Arrangements

	Please provide brief details for the arrangements made under each heading below.

	

	Age/Gender Restrictions:
	

	Disabled Access:
	

	Equal Opportunities Policy:
	

	Recruitment Policy
	

	Health and Safety Policy:
	

	Confidentiality Policy
	

	Problem solving procedures relevant to volunteers
	

	Expenses
	

	Induction Process:
	

	Insurance Cover:
	

	Training:
	

	Volunteer Agreement:
	

	A person or group to recruit, train and supervise volunteers
	

	Where work involves vulnerable clients, government guidelines are followed on criminal record and related checks
	

	Any Other Arrangements:
	

	

	We normally post volunteering opportunities to the National Volunteer Database which appears on the internet at the do-it website. This would make details of this opportunity available to thousands of potential volunteers. If you do not want this opportunity included in the National Volunteering Database please tick below.

	We do not want this opportunity included on the National Volunteering Database.
	

	

	Signed:
	

	Name:
	

	Job Title:
	

	Date:
	











