[image: image1.jpg]W Volunteer Centre

Torridge





Opportunity Registration Form Guidelines
These guidelines have been written in the same order as the opportunity registration form. 

Contact Details
· When providing us with contact details please give the most recent information so that we can easily contact you.
· If your details change please let us know.
Availability
· This helps us to inform a potential volunteer when they will be needed and for how long. This is important so that the volunteer knows how much commitment you need.
Description of Opportunity

· It is important to be as interesting and informative as possible when describing your opportunity. For example, saying “please come and help us in a charity shop” is not as exciting as “A spot of retail therapy! If you enjoy being with people and would like to be involved in the thrills and spills of working in a shop, ABC charity would love to hear from you. Sorting stock, pricing, and serving customers will all be in a days work!”

· Please do express any skills or qualifications that volunteers may need as this helps us to help you. The more information we have the more we can tell potential volunteers!

Description of Skills/Qualifications
· This enables us to inform potential volunteers any skills they may need for the role
· It also enables us to correctly match a volunteer to your opportunity
Areas of Interest/Types of Activity 
· We ask volunteers to tick the same boxes on the Volunteer Registration Form, therefore by ticking the boxes yourselves as well; we can correctly match a potential volunteer to your opportunity. 

Direction Information 
· Please give really simple and easy to understand directions, using where possible landmarks or well known buildings such as shops, to point people in the right direction.
Insurance Details 

· This information will depend on the placement, it is important to let volunteers know if they need their own insurance e.g. car insurance or whether they are covered by any of your organisations policies
Expenses 

· As an organisation that is registered with us, you will be either already paying volunteer expenses (in which case note on the opportunity form what expenses you pay for this opportunity) or working towards paying volunteer expenses (in which case please note the situation for a particularly opportunity down)
Recruitment Methods 
· By letting us know about how you will recruit for this opportunity, it gives us more information to find a potential volunteer to match your opportunity. 
Data Protection
1. At no time will VCD (Volunteer Centres Devon) or DACVS (Devon Association of Council for Voluntary Service) provide any of your details to an individual or another organisation without your permission.

2. You have the right to see any information about you that we hold in a retrieval system such as a computer database or paper index system.

3. You have the right to challenge us about any information relating to you that we hold in a retrieval system and have this changed. 

4. You have the right for your details to be removed from a retrieval system.

5. We may compile statistical data from time to time but this will never include references to a particular individual

6. In order to keep you up to date with information and events, we may include you in our mailing list or email list. 

7. We will never sell or give our mailing lists to a third party.

Volunteer Centres Devon also all adhere to the eight principles of the Data Protection Act 1998. 

Section 4 and Schedule 1 of the Act sets out these eight principles, personal data must be:

· Fairly and lawfully processed 

· Obtained only for specified and lawful purposes and must not be further processed in a manner incompatible with these purposes

· Adequate, relevant and not excessive for the purposes for which it is processed 

· Accurate and kept up to date

· Not kept longer than necessary for the purpose for which it was processed 

· Processed in accordance with the rights of data subjects 

· Kept with appropriate security measures  

· Not transferred to a country or territory outside the European Economic Area unless the country or territory ensures an adequate level of protection for the rights and freedom of data subjects in relation to the processing of personal data. 

This CVS/Volunteer Centre is part of a consortium of eight other CVS/Volunteer Centres who can pass your information around the county, if you work in more than one area or if you are a countywide/regional or national body. This saves your organisation time and paperwork, and means we can offer you a countywide professional service.
Thank You
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