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Registering as a Volunteer
Thank you for your interest in becoming a volunteer within the Arun area. We hope that you find a voluntary job that is both interesting and rewarding. Many of our clients are, for various reasons, in a vulnerable position. I am, therefore, sure that you will understand that we need to initiate a number of checks as part of the volunteer registration process.

1. Please complete ( USING BLOCK CAPITALS ).
2. References will be required by the organization you eventually volunteer for (reference forms enclosed), please pass them to your prospective referees (not family members) to be completed and returned to me. Please remember that a previous conviction does not necessarily prevent you from becoming a volunteer but we obviously need to protect our clients and therefore must be aware of any relevant past offences. Any such information is treated in complete confidence.

3. Return all completed forms (minus reference forms) in the pre-paid envelope provided. 

Data Protection: 

1. At no time will we provide any of your details to a third party 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 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.

What will we do with the information you give us?

We will hold your information confidentially. Using the information we will try to match you with volunteering opportunities that appear to suit your preferences and availability. If we find a match we will contact you with the details of the volunteering opportunity; you can then decide if this is something you would like to become involved with as a volunteer or not. If not, we will continue to look for volunteering opportunities that you may be interested in. We will not send your name and contact / personal details to an organisation seeking volunteers unless you have agreed with us that we may do so (see page 7 - Acceptance). 

Please remember that we are available to answer any queries that you may have in relation to volunteering, now or in the future.

We hope you will find volunteering a rewarding and worthwhile experience and look forward to receiving your completed form. Thank you again for your much-needed offer of help.

Best Wishes


Derek Moore MBE – Co-ordinator 


Process of Brokerage and Volunteer Charter
Important Information

Below is what a prospective volunteer can expect to happen during the brokerage process:

1. Initial enquiry. Prospective volunteer will be asked to complete the Arun Volunteer Centre registration form and two character reference forms. Brief details will be taken i.e. name, address, telephone number etc.

2. Completed form returned. On receipt of the completed application form the volunteer’s personal details will be processed and entered onto the main database. Character reference forms are not required at this time but could speed up the brokerage process if they were available.

3. Informal interview. Prospective volunteer will be invited to attend an informal interview to decide on suitable opportunities. 

4. Referral process. Prospective volunteer details will be passed onto organisation/s via email, post or telephone.

5. Organisational contact. Organisation/s will contact the volunteer directly and carry out their own interview process.

6. Referral follow-up. Arun Volunteer Centre will follow up the referral/s after 6 weeks, with a further follow up if required, within 6 weeks to enquire if the volunteer is placed or needs further help.

7. Satisfaction Survey. If placed, the volunteer will be requested complete a very simple Volunteer Satisfaction Survey. This can be done via a phone call, email or post.  

Should you have any further questions regarding any of the above, please do not hesitate to contact us. Thank you again for your much-needed offer of help.

Best Wishes


Derek Moore MBE – Co-ordinator 



Please see over for Volunteer Charter

Volunteer Charter

No one is just a volunteer
      








Volunteers Rights (Volunteers Should Expect)
· To be treated fairly in accordance with the organisation’s equal opportunities policy.

· To have a clear understanding of the tasks for which they are responsible, and this is documented in a Volunteer Role Description.
· To receive support and supervision, to know who is responsible for them and to have access to this person on a regular basis.
· To have access to training and induction relevant to the tasks to be undertaken.
· Not to be out of pocket by volunteering and to understand and agree expenses such as reimbursement of travel costs.
· To have sufficient resources to enable them to carry out their tasks.
· To feel part of a team, have a voice and an opportunity for feedback.
· To be made aware of the organisations policies and procedures and to receive any necessary guidance on implementation.  For example the policy on Confidentiality should be explained and volunteers assured that their personal information is treated as directed by the policy.
· To work in a safe environment given the same protection as paid workers under Health & Safety regulations, and that they are adequately insured. 
· To not be put under pressure to undertake work, which is against their principles. 
Volunteers Responsibilities (Volunteers should be Expected)
· To adhere to the organisations policies and procedures including in particular Health & Safety, Confidentiality and Equal Opportunities.

· To respect the aims and objectives of the organisation and support its ethos.
· To recognise the importance of quality of service and be committed to carrying out the tasks to the best of their ability.
· To accept and attend training.
· To attend supervision sessions.
· To be reliable, attending regularly at the same time agreed and to give adequate notice of absence or decision to leave the organisation.
· To report any problems or issues of concern to their supervisor.
· To declare any conflict of interest.
· To not undertake any work which agency staffs are being paid to do; neither should they be used to replace previously paid workers.
· The relationship between paid workers and volunteers should be complementary and mutually beneficial.  Paid workers should be fully aware of the areas of work undertaken by volunteers and of the distinction between paid work and volunteering.
Arun Volunteer Centre

CONFIDENTIAL       Equal Opportunities Monitoring Form
The Volunteering Centre is committed to Equal Opportunities and welcomes applications regardless of age, sex, marital status, class, sexual orientation, race, colour, nationality, ethnic origin, religion, employment status, political belief, unrelated criminal conviction, disability or caring responsibility. The information you provide will be used solely for statistical purposes to monitor the diversity of people applying to volunteer. The form does not ask for your name and will be separated immediately from your application form when we receive it.



Under 15

26-29



40-44


55-59


15-18


30-34



45-49


60-64


19-25


35-39



50-54


65 and over



MALE






FEMALE



EMPLOYED

NON EMPLOYED

STUDENT


UNEMPLOYED



HOUSEPERSON

RETIRED


UNABLE TO WORK



        BANGLADESHI


   BLACK AFRICAN


BLACK CARIBBEAN

        CHINESE



   INDIAN



OTHER ASIAN BACKGROUND

        OTHER BLACK BACKGROUND
   OTHER MIXED BACKGROUND
OTHER WHITE BACKGROUND

        PAKISTANI


   WHITE & ASIAN


WHITE & BLACK AFRICAN

        WHITE & BLACK CARIBBEAN
   WHITE BRITISH


WHITE BRITISH (ENGLISH)

        WHITE BRITISH (SCOTISH)
   WHITE BRITISH (WELSH)

WHITE IRISH

        ANY OTHER BACKGROUND

        AMERICAN


   CROATIAN



NEW ZEALANDER

        AUSTRALIAN


   DANISH



NORWEGIAN

        BRAZILIAN


   DUTCH



POLISH

        BRITISH (English)


   FRENCH



SAUDI ARABIAN

        BRITISH (Irish)


   GERMAN



SOUTH AFRICAN

        BRITISH (Scottish)


   GREEK



SPANISH

        BRITISH (Welsh)


   IRISH




SRI LANKAN

        CANADIAN


   ITALIAN



SWEDISH

        CHINESE



   JAPANESE



OTHER



        YES

          NO


        REGISTERED

        SELF CLASSIFIED

This information will be treated in confidence, play no part in the selection process and will only be used to monitor the effectiveness of our Equal Opportunities policy.

ARUN VOLUNTEER CENTRE
Volunteer REGISTRATION form

PERSONAL DETAILS:  NOTE: Please use block capitals.
Title: Mr. Mrs. Miss. Ms.  (circle one) First Name/s:



          ______________________________________________________________________________________

Surname: 



  Salutation: (Vicky, Mrs Smith etc)




       

Address:

Town:




County:


Postal Code:

Geographical Area: (i.e. where you want to volunteer)

Tel.:(daytime)



(evening)




fax:

Mobile:




                  Email:

Date of Birth: ________ 
Age: ____    Gender:   
Male (   Female (         
Religion ________________

Do you have a current driving licence?     Yes (   No (   Type of licence:   Car Automatic (    Car Full (  

Car Provisional (    HGV 1/2/3 (    Motorcycle (    PCV/Coach (
Are you insured for voluntary driving?          Yes  (
No (
   Don’t Know  (
Do you have your own transport?                Yes  (    No (
Would you be prepared to use your car for voluntary work?        Yes  (    No  (
( N.B. A mileage allowance is payable to cover petrol costs )

If you are considering driving as part of your voluntary role please complete the attached drivers form.

Disability Status:   Not Disabled (    Registered Disabled (     Self-classified (
Do you have any special requirements that need to be taken into account when finding or carrying out an opportunity? (e.g. Access requirements, support etc..)    Yes  (   No (  If yes (Please specify)
How did you hear about us?
(  Friend     ( Internet    ( Media     ( Telephone Directory    (  Passing by     ( School     ( Job Centre
                     ( Voluntary Organisation     (  Library     ( Other (Please specify)
Employment status: Employed (  House person (  Retired (  Student (  Unable to work (  Unemployed (
Are you using volunteering as a route to employment?  Yes  (   No (  
Previous work/voluntary work details:  (Anything you feel will help us to find an opportunity for you)
   Availability:
	
	Sat
	Sun
	Mon
	Tue
	Wed
	Thurs
	Fri

	AM
	
	
	
	
	
	
	

	PM
	
	
	
	
	
	
	

	EVE
	
	
	
	
	
	
	

	Please take a few minutes to look through the following lists. 

The Areas of Interest and the Activities that you choose help us to match you with volunteering opportunities.

Areas of Interest Please tick any of the following that apply to the opportunity:

Type of Activity Please tick any of the following that apply to the opportunity:

Animals

Administration

Art and Culture

Advice Work  

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

Employment

Community Work

Environment

Computers, Technology and Website Design

Families

Counselling

Gay, Lesbian, Bi and Transsexual

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

Millennium Volunteers

Languages

Museums

Legal Work

Music

Local Events

Politics

Marketing, PR and Media

Prisoners and Ex-Offenders

Music

Race and Ethnicity and Refugees

National and International Events

Religion

Officials

Sport and Outdoor Activities

Practical Work and DIY

Women's Groups

Retail and Charity Shops

Youth

Sports Development

Teaching, Training and Coaching

Trusteeship and Committee Work

Under 16 Volunteering

Youth Work




Criminal Record Certificates

Some opportunities require that a criminal record check be carried on anyone who wishes to volunteer with them. This is often the case if the volunteering involves working with children or vulnerable persons. No criminal record checks will be made without your consent and you have been accepted as a volunteer for an organisation requiring such a check to be made.

Rehabilitation of Offenders Act 1974

( Exemption ) Order 1975, ( Exemptions ) ( Amendments ) Order 1986

Because of the needs to protect clients, it is necessary to enquire whether you have any criminal convictions. A criminal record does not automatically prevent you from undertaking voluntary work, but for some work the act requires you to declare all offences, including those, which are spent. If your voluntary work involves contact with the under 18’s, seriously ill or disabled people, or requires the handling of money, all previous convictions must be disclosed. Any false information supplied on this form may result in instant dismissal.

I do / do not have criminal convictions

If you have answered yes please could you please give details on a separate sheet of paper and place in an envelope marked STRICTLY CONFIDENTIAL
Acceptance
The information I have given is correct at the date of this application. I agree to my details being kept on Data Processing equipment and being passed on, if required, to other agencies seeking volunteers.  It is understood that any information to obtain in the course of any enquiries that may be made will be held in the strictest confidence.

I hereby give permission to the Volunteer Centre, to pass this information to organisations looking for volunteers.
Print Name: ____________________________________________________

Date: _________



Signed: _______________________

Please return all completed forms to the Volunteering Centre co-ordinator in the pre-paid envelope provided.


Derek Moore MBE

Co-ordinator

A Project of CVS-Arunwide.  Patron: Lady Sarah Clutton   President: Peter Moor OBE QPM CPM FIMgt
CVSA Registered Charity No: 1113381    Company Limited By Guarantee, Registered Number: 5602655

ARUN VOLUNTEER CENTRE

REFERENCE FORM
Strictly private & Confidential

Please use block CAPITALS for name and address

Referee’s name: 








Address: 








  




Postcode: 





Tel No: 





REFERENCE FOR: 









How long have you known the person in question? 









In what capacity? 













As many people depend on voluntary service, could you comment on the person’s reliability, punctuality, trustworthiness and on his/her approach to voluntary work, which may be with vulnerable groups of people 
in their homes.

How would you describe the applicant’s flexibility with different people? i.e. Colleagues, Supervisors, or people with special needs etc.

In some cases voluntary work includes some induction training and ongoing supervision. Please comment on the likely attitude of the applicant to this in relation to willingness to learn and concerning the frustration of setbacks.



                                                           PTO

Does he/she work on their own initiative? 









Can the applicant handle confidential information responsibly? 






Do they have any skill, which you feel would be particularly helpful?

Do you know of any reason why the applicant would not be suitable for voluntary work?

Any other comments?

Signed:






Date: 







Please complete, seal in an envelope marked confidential and return to:

Derek Moore MBE

Co-ordinator

Arun Volunteer Centre



ARUN VOLUNTEER CENTRE

REFERENCE FORM
Strictly private & Confidential

Please use block CAPITALS for name and address

Referee’s name: 








Address: 








  




Postcode: 





Tel No: 





REFERENCE FOR: 









How long have you known the person in question? 









In what capacity? 













As many people depend on voluntary service, could you comment on the person’s reliability, punctuality, trustworthiness and on his/her approach to voluntary work, which may be with vulnerable groups of people 
in their homes.

How would you describe the applicant’s flexibility with different people? i.e. Colleagues, Supervisors, or people with special needs etc.

In some cases voluntary work includes some induction training and ongoing supervision. Please comment on the likely attitude of the applicant to this in relation to willingness to learn and concerning the frustration of setbacks.



                                                           PTO

Does he/she work on their own initiative? 









Can the applicant handle confidential information responsibly? 






Do they have any skill, which you feel would be particularly helpful?

Do you know of any reason why the applicant would not be suitable for voluntary work?

Any other comments?

Signed:






Date: 







Please complete, seal in an envelope marked confidential and return to:

Derek Moore MBE

Co-ordinator

Arun Volunteer Centre


Arun VolunteerCentre





Littlehampton Office


Ground Floor, Bradbury Centre


1 – 5 St Martins Lane


Littlehampton


West Sussex BN17 6BS


Tel: 01903 731223


Email: avc@cvs-arunwide.org.uk





Bognor Regis Office


Town Hall


Clarence Road 


Bognor Regis


West Sussex PO21 1LD


Tel: 01243 864220 


Email:  avc@cvs-arunwide.org.uk


 








Littlehampton Office


Ground Floor, Bradbury Centre


1-5 St. Martins Lane


Littlehampton


West Sussex BN17 6BS


Tel: 01903 731223


Email: avc@cvs-arunwide.org.uk





Bognor Regis Office


Town Hall


Clarence Road 


Bognor Regis


West Sussex PO21 1LD


Tel: 01243 864220 


Email:  avc@cvs-arunwide.org.uk


 








Arun VolunteerCentre





HOW OLD ARE YOU? YOU





ARE YOU MALE OR FEMALE?





WHAT IS YOUR EMPLOYMENT STATUS?





WHAT IS YOUR ETHNIC ORIGIN?





WHAT IS YOUR NATIONALITY?





DO YOU CONSIDER YOURSELF TO BE DISABLED (WHETHER REGISTERED OR NOT)?





Bognor Regis Office


Town Hall


Clarence Road


Bognor Regis


West Sussex PO21 1LD


Tel: 01243 864220


Email:  avc@cvs-arunvide.org.uk





Littlehampton Office


Ground Floor, Bradbury Centre


1 – 5 St Martins Lane


Littlehampton


West Sussex BN17 6BS


Tel: 01903 731223


Email: avc@cvs-arunwide.org.uk
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Littlehampton Office


Ground Floor, Bradbury Centre


1 – 5 St Martins Lane


Littlehampton


West Sussex 


BN17 6BS


 





Bognor Regis Office


Town Hall


Clarence Road


Bognor Regis


West Sussex 


PO21 1LD


 





Bognor Regis Office


Town Hall


Clarence Road


Bognor Regis


West Sussex PO21 1LD


 





Littlehampton Office


Ground Floor, Bradbury Centre


1 – 5 St Martins Lane


Littlehampton


West Sussex 


BN17 6BS
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