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Opportunity Registration Form

Please complete a separate form for each opportunity you wish to register.

Please observe character limits where given. Volunteer Centre Luton reserves the right to truncate or otherwise edit opportunity descriptions at its discretion. Please do not use formatting eg bold text or bullet points.
We are happy to accept opportunities from outside Luton, but due to restrictions cannot post such opportunities to www.do-it.org. Please register the opportunity with the local Volunteer Centre to upload it.






When required (please tick): 
	
	SAT
	SUN
	MON
	TUES
	WEDS
	THURS
	FRI

	AM
	
	
	
	
	
	
	

	PM
	
	
	
	
	
	
	

	EVE
	
	
	
	
	
	
	



Start Date:



End Date:
Contact Person (who deals with volunteer enquiries relating to this specific opportunity):

Name: 

Phone:  




is this is a private or home phone number?  YES / NO

Mobile: 

Email: 
Which of the following recruitment methods will you use?
Application form Y / N

Interview

Y / N

Trial period
Y / N
References
  Y / N

Informal discussion
Y / N

CRB check
Y / N
Additional and / or specific suitabilities:

Age restrictions?





Min:

Max:


Gender restrictions?




Specify: M / F only




Wheelchair access?





Yes / No / Don’t know 
Can support volunteers with learning disabilities?
Yes / No / Don’t know 
Can support volunteers with mobility disabilities?
Yes / No / Don’t know 
Can support volunteers with sensory disabilities?
Yes / No / Don’t know 
Expenses paid (if so, for what)?



Yes / No / Don’t know 
Is training provided for volunteers?


Yes / No / Don’t know 
Are volunteers covered by your insurance policy?
Yes / No / Don’t know 

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 advisor cannot. We offer impartial advice and guidance to people seeking to volunteer and do not make judgements on a volunteer’s suitability to 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. Volunteer Centre Luton does not take up references of potential volunteers or conduct criminal records checks (CRB).
Data Protection:

Information held on our database is used for Luton mailing purposes (eg 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 Volunteering England, other Volunteer Centres and other volunteer brokerage organisations, if appropriate. We may also promote selected opportunities to volunteers via email bulletin, events and local media. 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 at www.do-it.org.uk.

	Please tick the box if you do not want this opportunity to be promoted online
	 FORMCHECKBOX 


	shared In the volunteer bulletin 
	 FORMCHECKBOX 


	shared with University of Bedfordshire Volunteers
	 FORMCHECKBOX 



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

tel: 01582 733418  email: philip.brown@valuton.org.uk

Please keep a copy and return this form to

Volunteer Centre Luton, 15 New Bedford Road, Luton LU1 1SA or philip.brown@valuton.org.uk
Organisation Name: 








Opportunity Title (70 characters or less):








Short description (the first thing seen when searching online, so word it as appealingly as possible. 250 characters max): 








Full description (a more detailed description of the activities the role will involve. 2000 characters max): 








Skills & qualifications required (2000 characters max): 








Getting There (address and directions to where the opportunity will usually take place):




































































What support will volunteers receive? 








