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ORGANISATION REGISTRATION FORM

In which area are you based?

	Halton
	
	Knowsley
	
	Liverpool
	
	Sefton
	

	St Helens
	
	Wirral
	
	All
	
	Other
	


DETAILS OF THE ORGANISATION

Name:


Address:


Town: 
Postcode:


Tel:
Fax:




Email:
 Website: 


DETAILS OF MAIN CONTACT

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

Title:
 First Name:
  Surname:


Job Title:


Tel:
Email:  


Please tell us the Purpose and Main Activities of your organisation

	Is your organisation a registered charity?
	Yes
	No
	Charity No:

	If No, is your organisation: -

	Awaiting Charity Registration
	
	Unincorporated Association
	
	Statutory Agency
	

	Company Limited by Guarantee
	
	Community Group
	
	Social Enterprise
	

	Community Interest Company
	
	Charitable Incorporated Organisation
	
	Other
	


Section B

REGISTER YOUR VOLUNTEERING OPPORTUNITY

COPY AND COMPLETE SECTION B FOR EACH OPPORTUNITY

Which districts of Greater Merseyside do you wish to recruit volunteers from?

· By selecting more than one district, you need to be aware that there may be an increase in expenses claims from volunteers outside of the area you normally operate in.  

· Your opportunity details will also be forwarded to the relevant Volunteer Centre for advertising on a local level.

· If you only have one opportunity and are recruiting in a different district than your geographical base, your registration forms will be held by the VC where your opportunity is located.

	Halton
	
	Knowsley
	
	Liverpool
	
	Sefton
	

	St Helens
	
	Wirral
	
	
	
	
	


Organisation Name:


Opportunity Title:


Address of Opportunity:  (if same as head office, leave blank) 


Town: 
Postcode: 


Geographical Area of Opportunity: 

Contact for this Opportunity: (if same as head office, leave blank)  Title:


First Name: 
 Surname: 


Job Title: 
Tel:
Fax: 


Email:
Website:


	Is This Opportunity Ongoing:  

YES



NO

If No, please complete: 

     Start Date:

       End Date:

	Number of volunteers required:


	1
	2-5
	6-10
	11-15
	16-25
	25+


	Availability:

(When will volunteer/s be required to fill the opportunity?)
	
	Sat
	Sun
	Mon
	Tue
	Wed
	Thurs
	Fri

	
	AM
	
	
	
	
	
	
	

	
	PM
	
	
	
	
	
	
	

	
	EVE
	
	
	
	
	
	
	

	
	(Please tick appropriate boxes)


Description of the Opportunity: (Please provide us with a description of the opportunity. You should make this interesting, appealing and keep it short. This statement is what we will principally use to encourage volunteers to become involved in this opportunity)
(This statement may appear on the National Volunteering Database on the Internet)

Skills and Qualifications Required: (Please provide us with details of any skills or qualifications that volunteers may need to participate in this opportunity)
(This statement may appear on the National Volunteering Database on the Internet)

Directions: (Please provide brief directions on finding the opportunity eg.  Next to the Town Hall or on Bus route 56)
Please categorise your opportunity:

	Organisations Area of Benefit / Interest: 

 (Please tick appropriate boxes)
	
	 Type of Activity Volunteers Will Do: 

  (Please tick appropriate boxes)

	
	 Animals
	
	
	 Administration

	
	 Art and Culture
	
	
	 Advice, Information and Support

	
	 Children
	
	
	 Architecture and Building Work

	
	 Disability
	
	
	 Art

	
	 Disaster Relief
	
	
	 Befriending and Buddying

	
	 Domestic Violence
	
	
	 Business, Management and Research

	
	 Drugs and Addictions
	
	
	 Campaigning and Lobbying

	
	 Education and Literacy
	
	
	 Caring

	
	 Elderly
	
	
	 Catering

	
	 Emergency Services
	
	
	 Community Work

	
	 Employment
	
	
	 Computers, Technology & Website Design

	
	 Environment
	
	
	 Counselling

	
	 Families
	
	
	 Driving

	
	 Health and Hospital and Hospices
	
	
	 Employee and Group Volunteering

	
	 Heritage
	
	
	 Entertainment

	
	 Homeless and Housing
	
	
	 Finance Work

	
	 Human and Civil Rights
	
	
	 First Aid

	
	 International Aid
	
	
	 Fundraising

	
	 Legal Aid and Justice
	
	
	 Gardening

	
	 Mental Health
	
	
	 General and Helping

	
	 Mentoring
	
	
	 Hostel Work

	
	 Museums
	
	
	 Languages

	
	 Music
	
	
	 Legal Work

	
	 Politics
	
	
	 Local Events

	
	 Prisoners and Ex-Offenders
	
	
	 Marketing, PR and Media

	
	 Race and Ethnicity and Refugees
	
	
	 Mentoring

	
	 Religion
	
	
	 Music

	
	 Sport and Outdoor Activities
	
	
	 National and International Events

	
	 Women's Groups
	
	
	 Officials

	
	 Youth
	
	
	 Practical Work and DIY

	
	
	
	
	 Retail and Charity Shops

	
	
	
	
	 Sports Development

	
	 
	
	
	 Teaching, Training and Coaching

	
	 
	
	
	 Trusteeship and Committee Work

	
	 
	
	
	 Under 16 Volunteering

	
	 
	
	
	 Youth Work


	 What Recruitment Process will you use for this opportunity?
 (Please tick appropriately)

	
	 Application Form

	
	 Informal Discussion

	
	 Interviews

	
	 Other

	
	 Criminal Records Bureau (CRB) Disclosure

	
	 References

	
	 Trial Period


	Arrangements: 

(Specific to the opportunity)
	YES / NO
	Details:
(Please provide details of the arrangements made under each heading)

	Age/Gender Restrictions

(e.g. women only, over 18, lesbian/gay only, etc…)
	
	

	Fully Accessible

(e.g. wheelchair accessibility / induction loop, etc…)
	
	

	Do you have an Equal Opportunities Policy?
	
	

	Do you have a Health & Safety Policy?
	
	

	Expenses (e.g. travel, childcare, meals)


	
	

	Are volunteers given an Induction?
	
	

	Do you have insurance cover for this opportunity? 
	
	

	Do you provide support for volunteers?
	
	

	Is any training offered? (please provide details and if it is accredited)
	
	

	Any other arrangements


	
	


Do you want your opportunity / opportunities to be promoted on the National Volunteer Database (www.do-it.org.uk)?   YES / NO

How did you hear about Knowsley CVS’ vinvolved Team?
(  Word-of-Mouth
(  Internet
(  Media Coverage
(  Telephone Directory

(  Passing by
(  Other Voluntary Organisation
(  Event

(  Other, Please state:

1. I agree to being sent information about forthcoming Knowsley CVS activities e.g. Volunteer Co-ordinator forums, training events & workshops etc.

2. I confirm that the details are correct, and that I am happy for Knowsley CVS to promote this opportunity on behalf of my organisation through the local database and other printed materials and events.

3. I am willing for my organisation, contact and volunteering opportunity details to be passed to other Volunteer Centres in the Greater Merseyside area if required.

Signature: 
Print Name: 


Date: 


Please return this form to:
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Terms and Conditions of Registering with Knowsley CVS

Knowsley CVS Aim

To ensure that volunteers are placed in a supportive and safe working environment, in an opportunity, which is mutually beneficial to the volunteer and the recruiting organisation.
To further this aim, Knowsley CVS will provide the following services: -

1. Register your opportunity on our local database in accordance with data protection legislation.

2. Promote your opportunities on a local level and, if instructed to do so, through the national on-line website, to all individuals interested in volunteering.

3. Hold informal discussions with individuals to explore their skills, knowledge, experience and aspirations to refer them to opportunities of interest.

4. Provide prospective volunteers with the information you have given us if they have expressed an interest in your opportunities.

5. Provide advice and support to your organisation on good practice in managing volunteers, assisting new and current organisations in putting together policies and procedures, including those as set out below.

Knowsley CVS does not: -

1. Undertake formal interviews in substitution of your own recruitment processes.

2. By referral, recommend a volunteer.  It is the responsibility of your organisation to assess the suitability and capability of a potential volunteer.

3. Accept responsibility or liability resulting from the actions or conduct of volunteers recruited via referral from Knowsley CVS.

By registering with the Knowsley CVS, your organisation agrees to have in place or be working towards the following: (The first three points are the minimum requirements for registering an opportunity with Knowsley CVS).

1. Active promotion of equality of opportunity.  A statement of intent is the minimum requirement, but organisations should look to support this with a full policy.  Organisations should seek to make their premises / working environment as fully accessible as possible to people with limited mobility, a visual impairment and/or a hearing impairment.

2. Provision of a safe volunteering environment including a health and safety policy and insurance cover appropriate to the tasks being undertaken by volunteers.

3. All volunteer roles are to be complementary and additional to staff roles.  Knowsley CVS will not refer individuals for roles that could be considered as job substitution.

4. A written Volunteer Policy.  This should include at least: -

· Recruitment and Selection – how volunteers apply to get involved with your organisation and how they are selected.

· What, if any, references or disclosure checks will need to be taken.

· An approximate expected time before volunteering can begin.

· Clearly defined procedures to resolve any disciplinary or grievance matters which may arise.

5. Realistic expectations of potential volunteers.  You should have: -

· A flexible approach to volunteers’ time, bearing in mind personal commitments they may have.

· Realistic expectations of volunteers’ commitment, given that many volunteers may be seeking paid employment or are waiting to start college courses etc

6. Providing new volunteers with an induction to the organisation, so that they are fully aware of the work involved, the range of services that you provide and the arrangements for their support and supervision.

7. Offering additional training as appropriate to complement volunteers’ experience.

8. Reimbursing travel and other actual expenses incurred by volunteers whilst carrying out their volunteering.

If your organisation would like further assistance and information on the points above, please do not hesitate to contact Knowsley CVS.

By returning the completed registration forms and a signed copy of these terms and conditions, I agree to: -

· Work with or towards the code of practice as set out above

· Provide the Knowsley CVS with the following information: -

i. Up to date information about your organisation and all of its volunteer opportunities, including changes to the main contact as specified.

ii. A completed registration form for each volunteering opportunity.

iii. Updates of the contact made with new volunteers referred by the Volunteer Centre and the outcomes of those contacts.

I confirm that: -

· This organisation is a Not for Profit organisation and as such is eligible to register with Knowsley CVS.

· The information provided is correct.
	Signature


	
	Print Name
	

	Organisation


	
	Date
	


Please keep a copy of all documents for your records

Knowsley CVS – Nutgrove Villa, 1 Griffiths Road, Huyton, L36 6NA

Tel – 0151 489 1222 Fax – 0151 443 0251

c.georgeson@knowsleycvs.org

www.vknowsley.org.uk
vinvolved Team


Knowsley CVS 


Nutgrove Villa 


1 Griffiths Road 


Huyton L36 6NA 





Tel: 0151 489 1222 


Fax: 0151 443 0251 


c.georgeson@knowsleycvs.org








For office use only





Date form returned: ……./……./…….





Date of Registration: ……./……./…….





Org. Reg no:





Copied to: -





Halton / Knowsley / Liverpool / Sefton / St Helens / Wirral








Follow up action, including updates to relevant VC’s: -
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