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Organisation Registration Form Guidelines
These guidelines are to be used in conjunction with the Organisation Registration Form. This is to ensure that the form is properly completed and that we can gather all the information we need in order to provide you with a high quality service.  These guidelines match the layout of the form so please refer to them whenever you need assistance. If you have any questions please call the Volunteer Centre or Council for Voluntary Service (CVS) for further help and advice. 
Section One

Please clearly state your contact details, using the most recent information possible. It would be really helpful to have details that we are most likely to contact you with, so that we can provide the best service to you and our volunteers. Should your contact details change at any time, please keep us informed.
Section Two

Please give us as much interesting and catchy information as possible, as we sometimes use mission statements and aims and objectives in advertisements (in accordance with the Data Protection Act) to “sell” your organisation and its opportunities to potential volunteers. 
Section Three

By providing us with details of your disability access it means we can offer a wider range of volunteers an opportunity with your organisation should they have a disability.

Age is an important part of the current diversity agenda. As part of our good practise development function we need to inquire whether you are able to take on younger and older persons. Young people can be an asset to an organisation, bringing vitality and enthusiasm whatever the role. Older people can bring great knowledge and skills to an organisation. Discriminating against individuals because of their age is illegal and as a high quality Volunteer Centre/CVS we must implement these laws in order to provide the right service to both organisations and volunteers. If you have genuine reasons for not taking on an individual due to age this will be taken into account. Our role is to support organisations such as yourselves to support volunteers to your best ability and capacity. 
Section Four
The reason why we ask these questions is that some organisations do not always realise the benefits of recruiting volunteers with support needs. Our experience of volunteers who may need extra help is a positive one. After asking a group of volunteers with varying degrees of support needs how they felt about their volunteering we found a very positive outcome. Volunteers found they could help the organisation with “office skills, such as telephone messaging, collating information, labelling, stamping, sorting, tea making, duplicating and folding.” The Volunteers themselves were “happy in their voluntary role”, “would be sad not to volunteer”, “loved working and supporting each other”, were “enthusiastic, reliable, accepted responsibility for their roles.” The personal qualities that volunteers feel they contributed were, “that we are happy volunteering”, “really want to volunteer”, “they progress through learning on the job”, “gained confidence”, “worked well as part of a team”, “they are non judgemental” and were “interactive and good at group skills.” If you feel you need more advice on how not to discriminate against volunteers with support needs please contact the Volunteer Centre. 
Section Five
The costs that may be incurred whilst an individual is volunteering should ideally be paid by the organisation. A volunteer must not be worse off because of volunteering. These costs are listed on the organisation registration form.
 Travel expenses must be paid as there are very strict good practise guidelines and we must enforce that this happens before we can place volunteers. Other costs such as childcare/ carers respite costs should be looked at carefully, and we are happy to assist you with adding elements such as this in your future funding bids or other ways. We want the volunteer to have a positive experience whilst volunteering and not to be out of pocket. Again, we are happy to work with you to encounter some difficulties you have fulfilling some of these criteria and are always happy to help. 
Section Six A
A volunteering policy
A volunteering policy is excellent good practise to have in your organisation. It is imperative to make volunteers feel like a valued part of your organisation, and also have a procedure which enables both volunteers and paid employees to have a procedure that lays out how volunteers should be treated within the organisation and their rights. 
A confidentiality policy
A confidentiality policy ensures that confidential information and issues are kept securely within your organisation. Volunteers and paid employees can feel that whatever information they declare is confidential wherever appropriate. This is an important policy, especially in organisations that use the internet. 
A health and safety policy
This is essential in order to register with us. This is a legal requirement. A health and safety policy is important in an organisation as it sets out the rules and regulations for events such as fires, accidents and other risks within the organisation. It should also set out what employees and volunteers should do in a first aid situation. 

A training and development policy
It is good practise to have a training and development policy within your organisation. This lays out what training is available to staff and volunteers, where and when it is available and how training records are kept. It also sets out how volunteers and staff can ask about their training needs.

An equal opportunities policy
This is essential in order to register with us. This is a legal requirement. An equal opportunities policy should set out the law in relation to equal opportunities, a value statement from the organisation and how it is used throughout the organisation (in areas including recruitment, selection and training)

It is good practise to enable the Volunteer Centre to look at copies of your policies if you are concerned that they may be out of date or need revising to ensure they encompass volunteers. Training courses through the CVS’ include how to write policies and procedures, you can contact your local CVS or Volunteer Centre for details. It is also good practise to show the volunteers themselves your policies, so they know exactly how to deal with situations that may occur whilst they are at your organisation, what they expect from you and what you expect from them. 
Insurance cover for volunteers
It is important to have the following insurance policies within your organisation:

Public Liability
This covers legal liability for accidental injury to third parties or for damage to their property arising from the business excluding liability caused by goods or products sold or supplied. 
Employers Liability

This covers legal liability for death or injury to employees caused in the course of their employment. The certificate that comes with this policy should be kept in a prominent position in your organisation and on expiry should be kept for 40 years as now required by law.

If you need any details on insurance brokers, or more detail about why you need these policies please contact the Volunteer Centre.

Section Six B
We need to know this information so that we can inform volunteers what will happen when they begin volunteering at your organisation. If you take up references then the volunteer can be prepared if they know you will ask, saving time and effort on both parts. As Criminal Records Bureau checks can be quite invasive it is important to let potential volunteers aware they may be asked before they visit your organisation to make sure they would be happy to complete one. It is good practise to let a potential volunteer know if they are to formally or informally interviewed so they have an idea of what is expected of them before they visit your organisation, it helps us to help them make sure they are prepared for the volunteering experience. An induction package for volunteers can make a huge difference to how comfortable they feel when beginning volunteering at your organisation. Through CVS’ we can provide training on induction packs and good practise advise through our volunteer centres. It is not a costly exercise and will improve the volunteer’s experience. 

It is good practise for us to monitor how soon you respond to volunteers from first contact, so we can keep volunteers up to date on when you will be able to see them. It also helps us to know when we or the volunteer should contact you to see what is happening with the volunteer placement. 

Please do let us know if you have difficulties with any of the issues raised on the form, by ticking the training advice or support box, we know to contact you to see what exactly you will need help with. We understand that the capacity of organisations can be stretched at the best of times and this is why we offer you the support to welcome and support your volunteers to your best ability.  

Section Seven

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. 

Section Eight
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. 
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