08 January 2007
Dear Sir/Madam
Thank you for expressing an interest in registering your organisation with the Volunteer Centre, Luton.  Please find enclosed a registration form.  If you have more that one opportunity, please complete a form for each opportunity that you wish to register.  Feel free to photocopy the form, if necessary.  We have also enclosed some tips in writing opportunities to make them attractive to prospective volunteers.

Once we receive the completed form we will register your organisation and the opportunity on our database.  We will use the information you have given us to match the opportunity with whose areas of interest and preferred activities match those that you have specified are most appropriate to the opportunity.  We will also upload details of your opportunity on to the national do-it.org.uk website.  This will help to publicise your opportunity as widely as possible.  We also email a monthly bulletin to volunteers on our database.
Once we have found a suitable candidate for the role we will pass their details on to you. We would be grateful if you could let us know as soon as the opportunity has been filled so that we can update our records.

I am enclosing our leaflet, Volunteer-Involving Organisations: A Guide to our Services to help you get the most out of your Volunteer Centre.

If you would like to discuss any of the points made in this letter or if you would like further information, please feel fee to call either Steve or Lakshmi on 01582 733418 or contact us by e-mail, steve.szumski@valuton.org.uk or lakshmi.murali@valuton.org.uk
Yours sincerely

Steven Szumski

Volunteer Centre Manager.

       Organisation & Opportunity Registration Form

Section One: Organisation Details
Organisation Name: 


	Address:

Postcode:

	Telephone No:                                         Fax:

Email:


Please provide the contact details for the person at your organisation who will liase with us.



Are you:


1. Registered Charity (Yes / No)  
If Yes, Registered Charity No.


2. Community Group

3. Public Sector Organisation

4. Private Organisation



Section Two: Opportunity Details


Please provide the contact details if it is different from the organisation contact details.

	Address:

Postcode:

	Telephone No:                                         Fax:

Email:                                                     Website: 





If the opportunity is short term please provide the start and end date.

Start Date:
   End Date: 

Times for the Opportunity: 

(Please tick when volunteers would be required)

	Day/Time
	Mon
	Tue
	Wed
	Thur
	Fri
	Sat
	Sun

	AM
	
	
	
	
	
	
	

	PM
	
	
	
	
	
	
	

	EVE
	
	
	
	
	
	
	


Other Options: 


· Can the volunteers work from home?

· Other arrangements for the volunteers that you would like to tell  us about


Section Three: About the Volunteers you need

How would you like to receive referrals (Please tick)?

	Email Referral
	

	Telephone Referral from the Volunteer Bureau
	

	Direct Contact by the Volunteers
	

	Others
	


Recruitment Method:

	Application Form
	

	Informal Discussion
	

	Interviews
	

	Police Check
	

	References
	

	Trial Period
	

	Other
	


Would you like to consider volunteers with special needs for this opportunity? Please indicate.

	Special Needs
	Yes
	No
	Not applicable for this opportunity

	Sensory Disabilities
	
	
	

	Physical Disabilities
	
	
	

	Mental Health Issues
	
	
	

	Learning Difficulties
	
	
	


Is there a training programme for volunteers? Yes / No

If Yes, Please provide us a brief description of the training programme?

What level of support is offered to the volunteers?

Arrangements: (Please give further details below)

	Age & Gender Restrictions


	

	Disabled Access


	

	Equal Opportunity policy


	

	Expenses


	

	Induction (Give brief description)


	

	Insurance Cover


	

	Others (if any)
	


We normally upload our opportunities on to the National Volunteering website, www.do-it.org.uk to reach the widest range of people possible.

If you do not want this opportunity to be included in the National Volunteering Website please tick the box  

Signed: 


Date: 

Please return this form to

Lakshmi Murali

Outreach Worker

Luton Volunteer Bureau

Voluntary Action Luton

15 New Bedford Road

Luton

LU1 1SA

lakshmi.murali@valuton.org.uk

Writing opportunities for do-it: some guidelines for organisations

Introduction

On do-it 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.

Title: Mr. / Mrs. / Miss / Ms		(Circle one)





Contact Person’s Name:








Job Title:





Organisation Purpose or Mission Statement: (This statement appears on the National Volunteering website. Please keep it brief & interesting)





Activities of your Organisation: (Please provide us with details of the main activities of your organisation. This statement appears on the National volunteering website)





Opportunity Title: (Please provide an appealing title for this opportunity)








Description of the Opportunity: (Please provide us with a description of the opportunity. The description appears on the National Volunteering website. So make it brief, appealing & interesting)





Skills & Qualifications Required: (Please tell us about the qualities you want a volunteer to bring to your organisation)


 








Directions: (Please provide some brief directions on finding you organisation where the opportunity is based)








