Voluntary and Community Action

Volunteering Opportunity Form

Please complete a separate form for each opportunity you wish to register with the Volunteer Centre.
Organisation Name: 

	Volunteering Opportunity Title (Please make this short and appealing):



	Address where opportunity is based: 
Postcode:
	Name of Contact Person (who deals with volunteer enquiries relating to this specific opportunity):
Tel No: 
Fax:

Email:

Mobile:


	Is the opportunity (please tick all relevant boxes):

A one-off event              
(  (please specify date)           /        /        

Short Term (limited period)    
(  (please specify dates)  from         /        /          to          /        /          

Ongoing                       
(

Part Time (regular few hrs / wk
(
                                      up to 2 to 3 days/wk)
            Full Time (30+ hours / wk) 
(
_________________________________________________________________________________________

Opportunity Start Date          /         /           End Date           /         /           
When is this opportunity available?

 Mon   Tues   Wed   Thu    Fri    Sat    Sun           For specific times give details below e.g. 6.30-9.30pm


	AM 

	(
	( 
	(
	(
	(
	(
	 (          _______________________________________


	PM
	(
	(
	(
	(
	(
	(
	 (          _______________________________________


	EVE
	(
	(
	(
	(
	(
	(
	 (          _______________________________________



	Give a brief description of the opportunity 
(The Volunteer Centre will use this information as a basis for promoting your opportunity. Please make this as interesting and appealing as possible, we suggest short and worded like an advert. Contact us for help/advice in completing this section).

	

	Skills & qualifications desired (This will appear on the website. Please include the personal qualities and experience you’re looking for):



	Benefits (What do you feel will attract volunteers to this role?):



	Directions (Please provide some brief directions to the location of this opportunity):



	Areas of Interest  Please tick sections appropriate to this opportunity

	Animals                                              (
	Environment                                             (
	Millennium Volunteers (16-25 yrs)          (

	Art and Culture                                        (
	Families                                                      (
	Museums                                                 (

	Children                                                     (
	Gay, Lesbian, Bi and Transsexual            (
	Music                                                        (

	Disability                                                       (
	Health, Hospitals and Hospices               (
	Politics                                                      (

	Disaster Relief                                           (
	Heritage                                                     (
	Prisoners and Ex-offenders                     (

	Domestic Violence                                         (
	Homeless and Housing                           (
	Race and Ethnicity and Refugees            (

	Drugs and Addictions                             (
	Human and Civil Rights                             (
	Religion                                                     (

	Education and Literacy                             (
	International Aid                                       (
	Sport and Outdoor Activities                       (

	Elderly                                                     (
	Legal Aid and Justice                                 (
	Women’s Groups                                       (

	Emergency Services                                (
	Mental Health                                           (
	Youth                                                           (

	Employment                                            (
	Mentoring                                                 (
	


	Type of Activity  Please tick sections appropriate to this opportunity

	Administration                                     (
	Driving                                                   (
	Marketing, PR & Media                      (

	Advice Information & Support             (
	Employee & Group Volunteering           (
	Mentoring                                           (

	Art                                                       (
	Entertainment                                        (
	Music                                                 (

	Architecture and Building Work          (
	Finance Work                                        (
	National & International Events         (

	Befriending & Buddying                      (
	First Aid                                                 (
	Officials                                              (

	Business, Management & Research         (
	Fundraising                                           (
	Practical Work & DIY                         (

	Campaigning & Lobbying                   (
	Gardening                                             (
	Retail & Charity Shops                              (

	Caring                                                 (
	General & Helping                                 (
	Sports Development                                   (

	Catering                                                    (
	Hostel Work                                          (
	Teaching, Training & Coaching                   (

	Community Work                                     (
	Languages                                            (
	 Trusteeship & committee Work        (

	Computers, Technology & Website         (
	Legal Work                                           (
	Youth Work                                                  (

	Counselling                                             (
	Local Events                                         (
	


Additional / Specific Suitabilities Is the opportunity particularly suitable for any of the following groups? Please tick as many as are relevant:
	14-15 year olds                                    (
	16-17 year olds                                    (
	18-25 year olds                                    (

	Employee Volunteering                     (
	Groups - small (2-10)                           (
	Groups - medium (10-25)                 (

	Groups - large (25-40)                         (
	Groups - very large (40+)                 (
	


Which of the following recruitment methods do you use?  (please tick as appropriate for this role)
	Informal discussion                            (
	Interview                                               (
	Application form                                  (

	References                                           (
	Trial period                                          (
	Criminal records check (CRB)    (


	Will volunteers be required to complete a training course/programme before starting this role?  Yes  /  No     If ‘Yes’ please give details (times, commitment, location and frequency of training courses).



	Which of the following apply for this opportunity?


	(please tick as appropriate) 

	Are there any gender restrictions?
	Yes
	No
	Specify                   

	Is there an upper or lower age limit? 
	Yes
	No
	Min _   _  Max _   _ 

	Are the premises accessible for wheelchair users?
	Yes
	No
	

	Are the toilet facilities accessible for wheelchair users?
	Yes
	No
	

	Could this be a home based opportunity?
	Yes
	No
	

	Do you offer on-going training?
	Yes
	No
	

	Do you have a written role description for this opportunity?* 
	Yes
	No
	Need advice

	Have you undertaken a risk assessment for this role?
	Yes
	No
	Need advice

	Do you offer out of pocket expenses? 
	Yes
	No
	Need advice

	Do you offer induction training for this role? 
	Yes
	No
	Need advice


* If ‘Yes please attach a copy to this form

	Would you be able to support a suitable volunteer who has additional support needs?

	Sensory disabilities

Yes ____
Not sure/need advice ____ 
  No ____
n/a ____
Physical disabilities

Yes ____
Not sure/need advice ____ 
  No ____
n/a ____
Learning difficulties

Yes ____
Not sure/need advice ____ 
  No ____
n/a ____

Mental Health issues

Yes ____
Not sure/need advice ____ 
  No ____
n/a ____

	Important Information:  

Whilst all Volunteer Centres accept their responsibility to act reasonably and carefully in referring a volunteer, they act as a signposting agency.  Your organisation will know your activities, services and clients in a way that a Volunteer Centre Adviser cannot.  We offer impartial advice and guidance to people seeking to volunteer and do not make judgements on a volunteer’s suitability for a role.
The primary responsibility for the recruitment and selection of volunteers (interview, screening etc.) rests with your organisation.  It is reasonable to expect this responsibility to include decisions determining the personal information required from potential volunteers.  This information should come from a discussion with the potential volunteer in relation to this opportunity. The Volunteer Centre does not take up references of potential volunteers or conduct criminal records checks (CRB).


	The Volunteer Centre will promote volunteering opportunities on-line, through events, local media, and in our local directory of volunteering opportunities (we do not publish your organisation/personal contact details). 
Please tick the box if you do not want this opportunity to be promoted on-line  (  /  in the volunteering directory  (


	Data Protection

Information held on the database is used for Voluntary and Community Action mailing purposes (e.g. newsletters, information on training workshops and events), and to answer enquiries from others about specific types of organisations offering volunteering opportunities.  It will also be used to compile statistical data on the voluntary and community sector locally and may be shared with other Volunteer Centres, if appropriate.  We will not sell or pass this information on to a commercial third party.  Unless otherwise stated all opportunities will be placed on the National Volunteer Database www.do-it.org.uk


For further advice, or help with completing this form, contact the Volunteer Centre,

Tel. 01525 850559 or email volunteer@action-centralbeds.org.uk
Please keep a copy and return this form to
Volunteer Centre Central Bedfordshire, Bossard House, West Street, Leighton Buzzard, LU7 1DA






Volunteer Centres Bedfordshire



April 2008

Volunteer Centre                                                                                                                                                                             Sept 2009

