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Opportunity Registration Form

Organisations who have registered with our Volunteer Centres are able to advertise volunteering opportunities. If you have not completed an Organisation Registration form please download it here and return it alongside this form.

Volunteer Centres are one-stop shops for volunteer recruitment. We offer a “brokerage” or matching service for people who are interested in volunteering, helping them find opportunities suited to their individual needs.
Potential volunteers are offered a one-to-one confidential appointment with a Volunteer Advisor, which is designed to help the person find out more about volunteering and the range of opportunities available. 

The information you provide on this form will be used by us to match volunteers for this opportunity. It is important that the information you provide is as accurate as possible. You should try to make the opportunity sound interesting, appealing and worthwhile since this will help us a great deal in attracting volunteers. We reserve the right to make changes to the information when it is entered into our database. Incomplete or poorly completed forms may be returned to you.

It is in your interest to make this opportunity sound interesting enough to attract volunteers to become involved.

When a volunteer expresses an interest in volunteering with your organisation we will pass on their contact details to you. We may also provide them with your contact details where you have given us the authority to do so. You will then contact the volunteer directly within 7 days to arrange volunteering.

Volunteer Centres do not ‘screen’ potential volunteers for other organisations, we are an advertising service. It is up to the frontline volunteer-involving organisation to carry out their own recruitment procedures as appropriate for their work – e.g. application forms, interviews, references, DBS checks, training. If you need any support with ensuring your organisation is ready for volunteers please don’t hesitate to contact us. 
If for any reason you are unable to accept an offer of volunteering from a prospective volunteer please signpost them back to your local Volunteer Centre so that can support them into an appropriate role.
Once completed, please return this form to the organisation which is located in the most relevant area to your opportunity. Countywide opportunities, or those operating in multiple districts, can be sent to both organisations
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For Lincoln, North Kesteven and West Lindsey email:
do-it@voluntarycentreservices.org.uk 
For East Lindsey, Boston, South Holland and South Kesteven email
do-it@lincolnshirecvs.org.uk  
Guidance for completing this form

Use the tab key or arrow keys on your keyboard, or your mouse, to move between the grey boxes. Text areas will expand as you type.  Click on check boxes to change between ‘checked’ and ‘unchecked’.

	Name of your organisation: 

     



	Name of Opportunity (please use 70 characters or fewer and do not include the words "volunteer or “worker” e.g. "Farm Aide supporting general farm tasks")
     

	Applications should go to: (person dealing with initial inquiry): 
Contact Name:      
Contact Phone:      
Contact Email:      
 These details can be shared with prospective volunteers.


	Description: (please give a detailed description of the role):

     

	What are you looking for? (Use this section to detail any specific skills or qualifications a volunteer may need, e.g. food hygiene certificate, maths skills, friendly personality etc.): 
     

	Practical considerations: 
Please contact us if you require support and advice around policies and procedures within your organisation.
If there are any age or gender restrictions for this role please give brief details      
To what extent are the premises accessible for people with disabilities?      
Do you have an equal opportunities policy?  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
Please give brief details of any out of pocket expenses you can reimburse to volunteers?      
Is there an induction for new volunteers?  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
Do you have insurance that covers volunteers?  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
What support will be available to your volunteers? (e.g. 1:1 supervision, named contact, shadowing, peer review)     
What training do you offer to new volunteers?     



	Requirements: Please check all that apply.
 Relevant qualifications or training
 Will require a DBS Check

 Driving Licence

 Own vehicle or access to a vehicle

 Can drive a minibus



	Recruitment processes Please check all that apply 

 FORMCHECKBOX 
Informal Discussion

 FORMCHECKBOX 
Application Form

 FORMCHECKBOX 
Interview

 FORMCHECKBOX 
References

 FORMCHECKBOX 
DBS Check (If you require further advice about DBS checks please contact us.)
 FORMCHECKBOX 
Trial Period

 FORMCHECKBOX 
Other:


	Ideal for? Use this section to highlight any particular groups you would like to target in your recruitment (optional)
Under 16s

16-17 year olds

Over 18s

18-25 year olds

School students

University students

People seeking work

Family

Older people
With friends

Employee Volunteers

Groups

People with a visual impairment
People with restricted mobility

Do any of the following apply to this role?

Long term commitment

Short term commitment

Online

From your office

From home

Indoor

Outdoor

Micro-volunteering (One off or activities lasting less than 1 hour)
Event


	How many volunteers are you seeking for this role? (Defaults to 1 if not specified)





	This role is suitable for volunteers interested in (i.e. would particularly suit those with interest in (select up to five interests)

Environmental
Environment
Animals
Wildlife
Conservation
Culture & Sport
Drama
Music
Art
Film
Craft
Performance
Festivals
Public events
Recreation
Sport
Education
Education
Literacy
Libraries
Museums
Heritage
Professions
Media
Marketing
IT
Health & Safety
Retail
Legal
Crisis & Poverty
Crisis Support
Poverty
Hunger
Food banks
Housing
Homeless
Unemployed
Emergency services
International Aid
Disaster relief
Refugees

People, Youth & Family
Families
Children
Young people
Older people
Health & Social Care
Hospices
Medicine
Mental Health
Addiction
Social care
Disability
Veterans

    & Armed Forces

Crime & Justice
Justice
Crime
Prisoners
Ex-offenders
Victim support
Domestic violence
Civil rights
Human rights
Politics 
Communities
Immigrants
Race & Ethnicity
LGBT
Faith
Women
Men


	What skills should they have? (Optional)
Practical

Carpentry

Building work

Outdoor work

Cleaning & tidying

Catering

Creative

Design

Craft

Creative

Photography

Technology

Electronics

IT

Web design

Academic

Maths

Reading & Writing

Reasoning

Leadership

Managing people

Leadership

Teamwork

Organising

Governance

Interpersonal

Talking to others

Listening

Counselling

Negotiating




	Activities the volunteer will do (Select up to five):

Office
Administration
Receptionist
Research
Professional
Financial control
Accountancy
Legal work
Management
Trusteeship
Translation
Interpretation
Business Development
Practical
Stewarding
Gardening
Outdoors
Construction
DIY / Odd Jobs
Catering
First Aid
Driving
Policing
Design
Retail

Supporting others
Care work
Support work
Befriending
Counselling
Providing advice
Mentoring
Escorting
Hostels
Food banks
Teaching & training
Teaching
Coaching
Training
Youth Work

Promotion & fundraising
Fundraising
Campaigning
Lobbying
Marketing
Social media
Technology & online
Virtual volunteering
Technology
Web development
IT



	Where is the opportunity located? (Please choose only one option)
This opportunity does not have a specific location

This opportunity can be performed at the volunteers’ home or on their computer

Across a whole Region/ Geographical area (i.e. Lincolnshire or West Lindsey)

Please specify:

At a specific location (Please complete the address below)


	ADDRESS LINE 1:     


	ADDRESS LINE 2:     


	TOWN:     

	COUNTY:     

	POSTCODE OF LOCATION:     

	When is the opportunity available?

	Start Date: (dd/mm/yy)      
	End Date: (dd/mm/yy)  

	When do you need your volunteers?
Mon

Tue

Wed

Thu

Fri

Sat

Sun

Morning








Afternoon








Evening








 FORMCHECKBOX 
Any time/ Time Flexible

	When shall we advertise your opportunity? (can not exceed 12 months)

	Start Date: (dd/mm/yy) 
	End Date: (dd/mm/yy) 


Volunteering opportunity records can be added to www.do-It.org, a national website where volunteers can search for and express an interest in volunteering opportunities. 
Volunteer enquiries from the Do-It website include a Name and Email address. Enquiries in this format will be passed directly to your organisation in order for you to make contact with them.

If you would like to list your opportunity on the Do-It.org website please check this box  FORMCHECKBOX 
 

Does your organisation currently have a presence on Do-it, either at a local or National level?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No   FORMCHECKBOX 
 Don’t know
If yes, please provide the contact email of the administrator for this account so that we can list your opportunity appropriately:     
Your organisation listing on Do-It.org can include a logo and header image. 

Please paste your images here to be included on the site (Email submissions only).
These images must be in .jpg or .png format and should have the following dimensions:

Logo: 150 x 150 px

Header: 1200 x 400 px

You can also add an image to be used for your opportunity listing. This makes it more likely that a person will click on your opportunity. Ideally your photograph will be a picture of another volunteer completing this role. This image must be in .jpg or .png format and should have the following dimensions:

Photograph: 330 x 170 px
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