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Black Country Volunteer Centres
	Please return your form to your local Volunteer Centre, indicated below with a (


	(
	Dudley
	(
	Walsall

	
	Dudley Council for Voluntary Service

7 Albion Street 

Brierley Hill 

DY5 3EE

( 01384 267414
	
	Walsall Voluntary Action

16 - 16a Bridge Street
Walsall
WS1 1HP
( 01922 619840

	
	
	
	

	(
	Sandwell
	(
	Wolverhampton

	
	Volunteer Centre Sandwell

Municipal Building

Freeth Street

Oldbury

B69 2AB

( 0121 544 8326
	
	Wolverhampton Voluntary 
Sector Council

16 Temple Street

Wolverhampton    
WV2 4AN

( 01902 328980


	Registration Form for Volunteer-Involving Organisations


	For Volunteer 
Development Agency use only:
	Registration No.
	

	

	
	Information updated.
	

	

	SECTION ONE:  Organisation Information

	

	Name of organisation
	
	

	
	
	

	
	
	

	Address
	
	

	
	
	

	
	
	



Post Code

	
	

	Website
	
	

	

	Contact Name
	
	

	
	
	

	Job title
	
	

	
	
	

	Address (if different)
	
	

	
	
	

	Telephone Number
	
	

	
	
	

	Fax
	
	

	
	
	

	E-mail
	
	

	


	Please provide brief directions on finding your organisation

	

	

	
	
	
	

	Are you a limited company?
	
	Yes
	

	

	
	No 
	

	

	Limited Company No:
	
	

	

	Are you a registered charity?
	
	Yes
	

	
	
	
	

	
	
	No
	

	

	Registered Charity No:
	
	

	

	If you are not a registered charity, how would you describe yourself?

	

	

	

	What is your Mission Statement?

	

	

	

	Please give a brief description of the nature of your work 

	

	

	

	Do you have a Volunteer Policy?
	
	Yes
	

	
	
	
	

	
	
	No
	

	

	Do you have Public Liability Insurance?
	
	Yes
	

	Please send a copy with your application.
	
	
	

	
	
	No
	

	

	Disclaimer – please read and sign

	

	The Volunteer Centre refers potential volunteers to organisations seeking voluntary help.  We are reliant on organisations to supply us with all the relevant information and the honesty of volunteers.  
We take every care to refer potential volunteers appropriately, but it remains the responsibility of your Group/ Organisation to operate sound recruitment practices.

The decision to accept a volunteer is yours alone and the Volunteer Centre cannot accept responsibility for the consequences of that decision.

It is your responsibility to maintain appropriate support and supervision of volunteers referred via the Volunteer Centre and take out appropriate insurance cover. Where possible the Volunteer Centre will offer advice and assistance in relation to good practice in working with volunteers.

We ask organisations who register with us to sign up to the local Compact and in so doing, agree to work within its principles and codes of practice.  

My Group/Organisation wishes to register with the Volunteer Centre. 
I understand this means the Volunteer Centre will match potential volunteers to us, using the information supplied by ourselves and from the volunteer.  I agree to the above conditions.



	Signed (on behalf of the organisation)
	
	

	
	
	

	Organisation
	
	

	
	
	

	Position
	
	

	
	
	

	Date 
	
	

	
	
	

	Signed/checked (on behalf of the VDA)
	
	
	

	
	
	
	

	The Volunteer Centre is a member of the local Volunteer Organisers Network, a forum that encourages good practice for volunteer-involving organisations.  The group meets quarterly to share good practice and network.  If you would like to become a member of the Forum, or would like further information please tick the appropriate box.



	Yes
	
	No
	

	If you would like to receive our monthly e-mail bulletin on current volunteering issues, please tick the appropriate box.



	Yes
	
	No
	


We are keen to monitor the diversity of the volunteers within volunteer-involving organisations and would be most grateful if you would complete this questionnaire as part of your registration process with the Volunteer Centre.  This will help us assess our range of support services and target groups who do not appear to be involved in volunteering activity.

“Volunteering should be open to all, whatever their background, age, race, sexual orientation or faith.  Implementing equalities policies and schemes, and a welcoming approach, are key to supporting diversity.  People from different backgrounds can bring fresh ideas and skills to volunteering.  Managing diversity requires action to ensure organisations have an open workplace culture based on trust and mutual respect.  In such a culture people value each other and treat each other with dignity.  Personal backgrounds and characteristics must not prejudice decisions about the suitability of individuals for volunteering, or how they are managed.”

Dudley Borough Compact Code of Practice for Volunteering 2007

Please tick the appropriate boxes to indicate whether you currently involve volunteers from the following groups.

	Gender

	Male
	
	Female
	
	
	

	Transgender
	
	
	
	
	

	Employment Status

	Unemployed
	
	Retired
	
	Full/part-time education
	

	Employed
	
	Self-employed
	
	Unable to work
	

	House Person
	
	
	
	
	

	
	
	
	
	
	

	Age

	Under 16
	
	16-18
	
	19-25
	

	26-35
	
	36-45
	
	46-55
	

	56-65
	
	65+
	
	
	

	
	
	
	
	
	

	Disability Status

	Physical impairment
	
	Sensory Impairment
	
	Mental Health Concern
	

	Learning Disability
	
	Wheelchair user
	
	Mobility difficulties
	

	Unseen disability eg epilepsy, diabetes
	
	
	
	
	

	
	
	
	
	
	

	Citizenship/Immigration Status 

	Asylum seeker
	
	Exceptional leave
	
	Indefinite Leave to Remain
	

	Refugee
	
	UK National
	
	EU national
	

	Overstayer
	
	Overseas student
	
	
	


	Ethnic Origin

	White British
	
	Bangladeshi
	
	African
	

	White Irish
	
	Indian
	
	Caribbean
	

	Other white background
	
	Pakistani
	
	Other Black background
	

	Other mixed background
	
	Other Asian background
	
	Chinese
	

	
	
	
	
	
	

	Sexuality

	Heterosexual
	
	Gay
	
	Lesbian
	

	Bisexual
	
	Other
	
	
	

	
	
	
	
	
	

	Faith

	Christianity
	
	Judaism
	
	Hinduism
	

	Islam
	
	Buddhism
	
	Sikhism
	

	Other
	
	None
	
	
	


Many thanks for taking the time to complete this questionnaire and helping us to assess our services.

Did you know?

The Volunteer Centre provides a range of support and information for volunteer-involving groups. Please tick any of the boxes below if you would like further information and we will contact you to see if we can help.

· Sample policies and procedures

· Information sheets about volunteering issues such as expenses, insurance etc

· A resource library of information regarding volunteering including books, reports, research and other publications

· Monthly e-bulletins regarding current volunteering issues, training, research etc

· Volunteer Organisers Network – meetings are held quarterly and membership is open Volunteer Co-ordinators/Volunteer representatives from volunteer-involving organisations in the Borough and Black Country region.  The network also arranges training sessions to support those who involve volunteers.
For further support or information, in confidence, please contact the Volunteer Centre using the contact details on the front page.

	Will the volunteer be working alone?
	
	Yes
	

	
	
	
	

	
	
	No
	

	

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

	
	
	
	

	Direct contact from the Volunteer Development Agency
	
	
	

	
	
	
	

	Direct contact from the volunteer
	
	
	

	

	Do you have immediate vacancies for volunteers?
	
	Yes
	

	
	
	
	

	
	
	No
	

	

	Will all of the volunteers be performing a similar task?
	
	Yes
	

	
	
	
	

	
	
	No
	

	

	Please provide a title for this opportunity

	

	

	

	Please complete a separate form for each type of volunteer task, with three sections – title, brief description of the role, skills required.

	

	Please include a brief description of the volunteer tasks to be performed. We need to know that the volunteer[s] will be doing. The more information you give us the better chance we have of finding the right volunteer for you.


	Please continue on a separate sheet if you wish

	

	

	Skills sought: this might include attributes, experience and qualifications.

	

	

	

	Hints on how to word your voluntary opportunities are attached at the back of this document, but if you need any help or advice, please do not hesitate to contact us.



	Please tick the following that apply to your opportunity  or indicate if it is suitable for any of the following types of volunteer
	
	
	Recruitment method:

	
	
	
	

	
	
	
	Informal discussion
	

	13-15 years 
	
	Mental Health Service Users
	
	
	
	Interviews
	

	16-18 years
	
	Wheelchair Users
	
	
	
	Application form
	

	19-25 years
	
	Sensory Impairment
	
	
	
	Other
	

	Disabled Volunteers 
	
	Ex-offenders
	
	
	
	CRB
	

	Learning Disabilities
	
	Home Based Volunteering
	
	
	
	References
	

	


	Will you carry out a CRB check for this opportunity?
	
	Yes
	

	
	
	
	

	
	
	No
	

	

	When are the volunteers required? (this is when the opportunity will appear on the website)

	

	Start date:
	
	End date:
	

	

	What is the time commitment (please tick)?    

	
	
	
	

	Open ended
	
	
	

	
	
	
	

	For a fixed period
	
	
	

	

	Are the hours for this opportunity (please tick below as relevant)?

	
	
	
	

	Flexible to suit the availability of the volunteer
	
	
	

	
	
	
	

	Specific to this opportunity
	
	
	

	

	If the hours are specific to this opportunity, please list the appropriate hours.

	

	Monday
	
	am
	
	pm
	
	eve
	

	
	
	

	Tuesday
	
	am
	
	pm
	
	eve
	

	
	
	

	Wednesday
	
	am
	
	pm
	
	eve
	

	
	
	

	Thursday
	
	am
	
	pm
	
	eve
	

	
	
	

	Friday
	
	am
	
	pm
	
	eve
	

	
	
	

	Saturday
	
	am
	
	pm
	
	eve
	

	
	
	

	Sunday
	
	am
	
	pm
	
	eve
	

	

	Are there any age, gender or other restrictions (i.e. criminal convictions)?

	

	

	

	Are there roles/tasks suitable for wheelchair-user volunteers, disabled volunteers or volunteers with sensory impairment or learning disabilities? Are there any access issues for potential volunteers?

	

	

	


Policies & Procedures 
Please tick yes or no to show if you have the following policies/procedures in place
	Equal opportunities Policy
	[image: image1.wmf]

 yes
[image: image2.wmf]

 no

	Health & Safety Policy
	[image: image3.wmf]

 yes
[image: image4.wmf]

 no

	Confidentiality Policy
	[image: image5.wmf]

 yes
[image: image6.wmf]

 no

	Complaints & Grievance Procedure
	[image: image7.wmf]

 yes
[image: image8.wmf]

 no

	Volunteer Policy

	[image: image9.wmf]

 yes
[image: image10.wmf]

 no

	Volunteer Complaints/Problem Solving Policy/Procedure
	[image: image11.wmf]

 yes
[image: image12.wmf]

 no

	Volunteer Induction Pack/Handbook
	[image: image13.wmf]

 yes
[image: image14.wmf]

 no

	Do you pay Volunteer Expenses?

	[image: image15.wmf]

 yes
[image: image16.wmf]

 no

	Do you carry out risk assessments for your volunteering roles?
	[image: image17.wmf]

 yes
[image: image18.wmf]

 no

	Are volunteers insured whilst with the organisation?
	[image: image19.wmf]

 yes
[image: image20.wmf]

 no

	Is there any induction programme for volunteers? 


	[image: image21.wmf]

 yes
[image: image22.wmf]

 no

	Please give a brief description of the induction programme
	

	

	Do you offer support to your volunteers? 
	[image: image23.wmf]

 yes
[image: image24.wmf]

 no

	Please give a brief description of the support you offer your volunteers
	

	

	Is there a training programme for volunteers? 
	[image: image25.wmf]

 yes
[image: image26.wmf]

 no

	What does the training programme cover?
	

	


	

	What is the minimum period for which the volunteer will be required?

	

	

	Is there anything else you would like to tell us about this opportunity?

	

	

	Important Information

	Whilst all Volunteer Development Agencies [VDA] accept their responsibility to act reasonably and carefully in referring a volunteer, they act as a signposting agency.  As the potential user of a volunteer’s services, a volunteer-involving organisation will uniquely know about the nature of its activities, services and clients in a way the VDA cannot.  The primary responsibility for the recruitment and selection rests with the volunteer-involving organisation.  It is reasonable to expect this responsibility to include decisions on determining the personal information required from potential volunteers.  This information should come from a detailed reference request from a volunteer involving organisation, made about a specific volunteer against a specific opportunity.  This VDA does not take up references on potential volunteers or conduct police checks on your behalf.

PROMOTING YOUR VOLUNTEERING OPPORTUNITIES

We normally post volunteering opportunities to the Do-it.org website [National Volunteer Database], which appears on the Internet. This would make details of this opportunity available to thousands of potential volunteers. If you do not want this opportunity included on the Do-it.org please tick the box.



	Please tick if you do not want your opportunities displayed online
	
	

	

	Signed (on behalf of the organisation)
Organisation

Position

Date 

Signed/checked (on behalf of the VDA)



Writing Opportunities that attract Volunteers

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 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 volunteer 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.


How Sue Ryder Care increased the diversity of its volunteers with a ‘Perfect Fit' campaign

The background


Healthcare charity Sue Ryder Care wanted to take a new approach to volunteer recruitment to ensure that volunteers were given a mutually fulfilling role in the organisation. It also wanted to increase the diversity of its volunteers.


"In the past, our calls for volunteers have seemed like a desperate appeal for help, without thinking about the roles which would also suit them," says Tracey Mealing, the charity’s volunteer coordinator.

"You end up searching around for roles that are suitable for applicants. The other problem is that people sometimes join with unrealistic expectations, so they end up disappointed."

The charity had a high proportion of over-65s among its 5000-strong body of volunteers. The hope was that by recruiting a younger group of people with a greater range of skills, experiences and aspirations, Sue Ryder volunteers would all naturally fit into a range of roles matching their skills, aptitudes and aspirations. This would ensure both that they had a rewarding volunteering experience and that their work made a real impact.

The process


The charity devised a ‘Perfect Fit’ campaign, which set out to emphasise the huge range of volunteering opportunities Sue Ryder Care could offer. The range from organising events at its central office, befriending vulnerable people on the community, bookkeeping or creating window displays in one of its 400 shops or looking after the plants at one if its 15 care centres.

“Before Perfect Fit, campaigns put an emphasis on the need of the charity,” says Mealing. “It gave the impression that people needed to fit into the specific roles we had, rather than us being able to find people a role which would also suit them. It also suggested an ‘us’ and ‘them’ relationship between paid staff and volunteers.”

The recruitment drive was led by shop managers, who leafleted organisations in their local areas, such as churches, mosques, doctors' surgeries and schools.

There was also a big publicity effort coordinated centrally. Giant jigsaw pieces were sent to local fundraising and retail teams looking for volunteers, who used them to stage photo opportunities for local media.

As an added incentive, people who agreed to a one-hour volunteering taster session were given a 20 per cent discount in Sue Ryder Care shops.

"It's an enticement rather than a payment,” says Mealing, “and it is intended to get them through the door first of all. Once they're in, we hope that we can convert them."

The outcome


The campaign was launched in October 2006 and runs for 12 months. So far, results have been very encouraging, with volunteer recruitment for the three months before Christmas being double what it was during the same period a year previously. There have also been many more 14- to 45-year-olds signing up than normal.

“Obviously, those volunteers aged over 65 make an invaluable contribution to the charity,” says Mealing, “but we need younger volunteers to carry on their legacy. Anecdotally, staff have said that the calibre of volunteers coming in has increased as our expectations have increased. Paid Staff have had to behave more professionally to receive these new volunteers, as their expectations are greater.

“By identifying roles that would add value to our services, making us more effective and efficient, volunteers are as important part of the jigsaw as paid staff, and have as much experience and knowledge to impart.”

Type of Activity


Please tick any of the following that apply to the opportunity:





Administration�
�
�
Advice Work  �
�
�
Architecture and Building Work�
�
�
Art�
�
�
Befriending and Buddying�
�
�
Business, Management and Research�
�
�
Campaigning and Lobbying�
�
�
Caring�
�
�
Catering�
�
�
Community Work�
�
�
Computers, Technology and Website�
�
�
Counselling�
�
�
Driving�
�
�
Employment and Group Volunteering�
�
�
Entertainment�
�
�
Finance Work�
�
�
First Aid�
�
�
Fundraising�
�
�
Gardening�
�
�
General and Helping�
�
�
Hostel Work�
�
�
Languages�
�
�
Legal Work�
�
�
Local Events�
�
�
Marketing and PR and Media�
�
�
Music�
�
�
National and International Events�
�
�
Practical Work and DIY�
�
�
Retail and Charity Shops�
�
�
Sports Development�
�
�
Teaching, Training & Coaching�
�
�
Trusteeship and Committee Work�
�
�
Under 16 Volunteering�
�
�
Youth�
�
�






Areas of Interest


Please tick any of the following that apply to the opportunity:





Animals�
�
�
Art and Culture�
�
�
Children  �
�
�
Disability�
�
�
Disaster Relief�
�
�
Domestic Violence�
�
�
Drugs and Addictions�
�
�
Education and Literacy�
�
�
Elderly�
�
�
Employment�
�
�
Environment�
�
�
Families�
�
�
Gay, Lesbian, Bi and Transsexual�
�
�
Health and Hospital and Hospices�
�
�
Heritage�
�
�
Homeless and Housing�
�
�
Human and Civil Rights�
�
�
International Aid  �
�
�
Legal Aid and Justice�
�
�
Mental Health�
�
�
Mentoring�
�
�
Museums�
�
�
Music�
�
�
Politics�
�
�
Prisoners and Ex-Offenders�
�
�
Race and Ethnicity and Refugees�
�
�
Religion�
�
�
Sport and Outdoor Activities�
�
�
Women's Groups�
�
�
Youth�
�
�
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