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Organisation and Volunteering Opportunity Registration
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To enable us to do our best to find suitable volunteers it is important that information you provide is as accurate as possible. 
· Please complete all sections to ensure that we have current information about your organisation.
· Opportunities should sound interesting, appealing and worthwhile.
· We may amend your description and incomplete forms may be returned to you if we feel it necessary.
· Information you provide may be used to promote your opportunity in the local press, our own website and other marketing materials.
· The opportunity will be uploaded to the National Volunteering Database (NVD) website www.do-it.org.uk unless you state otherwise.
· For your convenience we can share the information provided with colleagues throughout Kent but it will not be given to other third parties without your permission.
· You have the right to withdraw the opportunity at any time, and should advise us if it is filled.
· Please enclose some current promotional material when returning this form.
· Please return to the Volunteer Centre address at the end of this form.

	Name of organisation
	

	Main contact name
	

	Job title
	

	Building name / number
	I

	Street
	

	Town
	

	County
	

	Postcode
	

	Main telephone number
	

	Fax number
	

	Email 
	

	Website
	



	Mission statement



	Please give brief details of activities, projects and services the organisation delivers













VOLUNTEER OPPORTUNITY DETAILS
Title of Opportunity / Role								

	
This opportunity is Kent wide – it should be registered at all Volunteer Centres in Kent.
	

	This opportunity should be registered only at the local Volunteer Centre
	



	Building Name/Number where the volunteer will be based
	

	Street
	

	Town
	

	County
	

	Postcode
	

	Telephone
	

	Directions including public transport details
	




Details of the contact for this opportunity and address if different from above:
	Contact name
	

	Job title
	

	Telephone
	

	Fax
	

	E-mail
	

	Building name / number
	

	Street
	

	Town
	

	County
	

	Postcode
	




When is the volunteer required?
	Flexible. (can be at any time including evenings and weekends)
	

	Partially flexible. (volunteer should be available a minimum of the following days and times)
	Day(s)
Times

	The volunteer is needed at regular set days and times
	Day(s)
Times

	Please state whether the opportunity is a one-off or on-going
	One-off / on-going



	
	

	Please provide a brief description of the role.  





Please tick any of the following activities that apply to this specific opportunity: Maximum of 5
	Administration
	
	Driving
	
	Marketing, PR & Media
	

	Advice, information & support
	
	Employee and group volunteering
	
	Mentoring
	

	Architecture & building work
	
	Entertainment
	
	Music
	

	Arts and crafts
	
	Finance work
	
	National and international events
	

	Befriending and buddying
	
	First aid
	
	Officials
	

	Business, management and research
	
	Fundraising
	
	Practical & DIY
	

	Campaigning & lobbying
	
	Gardening
	
	Retail & charity shops
	

	Caring
	
	General and helping
	
	Sports development
	

	Catering
	
	Hostel Work
	
	Teaching/training/coaching
	

	Community work
	
	Languages
	
	Trusteeship & committee work
	

	Computers/ technology/
website design
	
	Legal work
	
	Under 16 volunteering
	

	Counselling
	
	Local events
	
	Youth work
	



	Please specify any particular skills, experience or qualities that are required. E.g. Practical or listening skills. Please state whether these are essential or desirable.



	Could this opportunity be undertaken by 
	a) 16-18 year olds 	Yes / No

b) 18-25 year olds 	Yes / No 






RECRUITMENT PROCESS and ARRANGEMENTS: 
(please tick or give details as appropriate)

	Application Form
	

	Informal Discussion
	

	Interviews
	

	References
	

	CRB Check
	

	Trial Period
	

	Age or Gender Restrictions
	

	Disabled Access
	

	Does this opportunity comply with
Equal Opportunities Policies?
	

	Do you pay Expenses?
	

	Do you provide an Induction?
	

	Details of Insurance cover for
volunteers
	

	Do you offer ongoing training?
	

	Any additional arrangements

	




We agree to this Opportunity being uploaded to www.do-it.org.uk		Yes / No

We agree to this opportunity being promoted in accordance with the other details laid out in this registration									Yes / No



Signed…………………………………………….		Name………………………………...…

Position in Organisation………………………………………………………………………..…….                                         

Date………………………………………………..                    

Please return to:

Swale CVS & Volunteer Centre
Central House
Central Avenue
Sittingbourne
Kent ME10 4NU

Or email: julia.watling@swalecvs.co.uk
image1.png




image2.jpeg
Volunteer Centre





image3.jpeg
Swale Community & Voluntary Serce




