We cannot refer volunteers to your organisation until you have completed this form and we have agreed your entry.
Opportunity Registration Form
When you register with Ealing Volunteer Centre, the details of your volunteering opportunities are entered on to our database and onto the Do-it website so that members of the public may use the Internet to search for opportunities that match their interests and availability. 
We use the information you provide, on this form, to match our volunteers skills, motivations and availability to your opportunity. This information must be accurate and relevant, so make it sound interesting and appealing.

We reserve the right to edit (for clarity or length) the information, which you have provided, when we enter it into the database. Incomplete, or poorly completed, forms will be returned to you.  We can advise you on best practice.

	Please complete this form only if you know your Organisation is already registered with Ealing Volunteer Centre


	




	SECTION 2: OPPORTUNITY                                                  


	Step 1: Name of Organisation
	


	Step 2: Opportunity Title: Role Title
For example: “Befriender” or “Shop Assistant” or “Admin Assistant” or “Helpline Worker” or “Children’s Play Assistant” or “Driver” or “Trustee”. 


	


	Step 3: If there is a specific individual to contact for this opportunity, please add them here:

	Name
	

	Phone
	

	Email
	


	Step 4: Opportunity Address Details 
If different from Organisation Address: otherwise, please leave blank.

	Line 1  eg: number/street
	

	Line 2
	

	Line 3  eg: Ealing/Greenford
	

	Line 4  eg: London/Middlesex 
	

	Line 5  Postcode
	


	Step 5: Description of Opportunity

This is the ‘job description’ so make it interesting, appealing and short! 

	Make this interesting and appealing to volunteers – they have hundreds of opportunities to choose from on the Do-it website! Include enough information for the volunteer to be able to picture themselves in the role. What tasks are involved? How will the volunteer benefit? What support/training is offered? When does the volunteering take place? Are the times flexible? 

This description will appear on the do-it.org website

	


	Step 6: What are you looking for? (Skills & Qualifications Required)

	For example: “Admin experience and good IT skills”; “No formal qualifications are required, but bereavement-befrienders need to be compassionate, have a non-judgemental attitude and good listening skills, and not suffered a bereavement within the last 2 years”; or “Clean driving licence, good map-reading, navigation and ‘escorting’ skills. Must be available every Saturday evening”. 

This statement will appear on the do-it.org website

	


	Step 7: Practical considerations

	
	Yes or No

	Out-of-pocket expenses reimbursed?
	

	Are there gender requirements for this role?
	

	Are there age requirements for this role?
	

	Do you provide safety equipment if needed?  
	

	Do volunteers need relevant qualification or training?
	

	Do volunteers need a driving licence?
	

	Do volunteers need their own vehicle?
	

	Do volunteers need to be able to drive a minibus?
	

	Age or gender restrictions?
	

	Disabled access?
	

	An equal opportunities policy?
	

	Induction?
	

	Insurance cover?
	

	Support on offer?
	

	Training?
	

	Special clothing provided?
	


	Step 8: Recruitment Method

	
	Yes or No

	Application Form
	

	Informal Discussion
	

	Interviews
	

	Not Known
	

	Other
	

	References
	

	Trial Period
	

	DBS (formerly CRB) check
	


	Step 9: Suitabilities

	People with a visual impairment
	
	Long term commitment
	
	18-25 year olds
	

	Employee volunteers
	
	Groups
	
	University students
	

	Micro
	
	People with restricted mobility
	
	From your office
	

	Indoor
	
	Online
	
	People seeking work
	

	Under 16s
	
	Outdoor
	
	With friends
	

	Event
	
	16-17year olds
	
	Short term commitment
	

	School students
	
	From home
	
	Older people
	

	Family
	
	Over 18s
	
	
	

	Individuals with physical health problems
	
	Individuals with mental health problems
	
	Individuals with learning difficulties
	


	Step 10: Suitable for Volunteers Interested in Organisations which work in following areas:

	Media 
	
	Marketing
	
	Health and Safety
	

	IT
	
	Legal
	
	Retail
	

	Education
	
	Museums
	
	Heritage
	

	Literacy
	
	Libraries
	
	Environment
	

	Animals
	
	Wildlife
	
	Conservation
	

	Festivals
	
	Performance
	
	Drama
	

	Sport
	
	Craft
	
	Music
	

	Art
	
	Film
	
	Public Events
	

	Poverty
	
	Disaster Relief
	
	Unemployed
	

	International Aid
	
	Emergency Services
	
	Food Banks
	

	Refugees
	
	Homeless
	
	Crisis Support
	

	Women
	
	Men
	
	LGBT
	

	Faith
	
	Race & Ethnicity
	
	Immigrants
	

	Justice 
	
	Politics
	
	Civil Rights
	

	Ex-offenders
	
	Victim Support
	
	Human Rights
	

	Domestic Violence
	
	Prisoners
	
	Crime
	

	Veterans & Armed Forces
	
	Addiction
	
	Social Care
	

	Disability
	
	Hospices
	
	Mental Health
	

	Medicine
	
	Older People
	
	Families
	

	Young People
	
	Children
	
	
	


	Step 11: What Skills will Volunteers Gain?

	Design
	
	Craft
	
	Photography
	

	Creative
	
	Building Work
	
	Carpentry
	

	Catering
	
	Cleaning & Tidying
	
	Outdoor Work
	

	Leadership
	
	Teamwork
	
	Managing People
	

	Governance
	
	Organising
	
	Web Design
	

	Electronics
	
	IT
	
	Reading & Writing
	

	Reasoning
	
	Maths
	
	Talking to Others
	

	Counselling
	
	Listening
	
	Negotiating
	


	Step 12: What Skills should Volunteers have?

	Design
	
	Craft
	
	Photography
	

	Creative
	
	Building Work
	
	Carpentry
	

	Catering
	
	Cleaning & Tidying
	
	Outdoor Work
	

	Leadership
	
	Teamwork
	
	Managing People
	

	Governance
	
	Organising
	
	Web Design
	

	Electronics
	
	IT
	
	Reading & Writing
	

	Reasoning
	
	Maths
	
	Talking to Others
	

	Counselling
	
	Listening
	
	Negotiating
	

	

	Step 13: What Activities will Volunteers do?

	Stewarding
	
	Policing
	
	Gardening
	

	Construction
	
	Retail
	
	First Aid
	

	DIY/Odd Jobs
	
	Financial Control
	
	Management
	

	Interpretation
	
	Legal Work
	
	Accountancy
	

	Translation
	
	Business Development
	
	Lobbying
	

	Marketing
	
	Fundraising
	
	Campaigning
	

	Social Media
	
	Administration
	
	Receptionist
	

	Research
	
	Mentoring
	
	Counselling
	

	Hostels
	
	Care Work
	
	Befriending
	

	Support Work
	
	Providing Advice
	
	IT
	

	Technology
	
	Web Development
	
	Virtual Volunteering
	

	Training
	
	Youth Work
	
	Coaching
	

	Teaching
	
	
	
	
	


	Step 14: Where is the Opportunity Located?

	No Location
	
	Working from Home
	
	Regional or Local Area
	

	Specific Address (if different to that given in step 4)

	


	Step 15: When Required: Opportunity Start / End Dates

	Start date (or ASAP)
	

	End date (or leave blank if ongoing)
	


	Step 16: When Required: Times of the Day 

For example: tick “ALL”, if the hours are flexible; or tick Mon/Fri, am/pm, if ‘office hours’.

	ALL
	Sat
	Sun
	Mon
	Tues
	Wed
	Thurs
	Fri

	Day am
	
	
	
	
	
	
	

	Day pm
	
	
	
	
	
	
	

	Evening
	
	
	
	
	
	
	


	Step 17: When Required: Web Advertising Dates

	Start date (or ASAP)
	

	End date (or leave blank if ongoing)
	


	Step 18: Authorisation

	Signature  –  for hard copy applications only; not needed when registering online 
	

	Name (in block capitals)
	

	Job Title
	

	Date
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