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New opportunity details
Name of Organisation: __________________________________ Date: __________
Opportunity title (Please provide a short and appealing title for this opportunity)
_____________________________________________________________

Date when the opportunity will be available from: _______________________
Volunteer commitment

Please specify the commitment needed by the volunteer. Please tick relevant box(es) 

	Full time
	An activity requiring a commitment of 30 hours or more per week
	

	Part time
	An activity requiring a regular commitment of a few hours to 2 or 3 days a week
	

	Short Term
	An activity requiring a commitment of a few hours to 1 or 2 days

Time to time volunteering – with a specific beginning and end
	


Opportunity dates

Does the opportunity take place on a specific date(s)? If on one day only, please write the same date for the start and end date.

Start date………………………   End date…………………………

When are volunteers needed?
Days and times of opportunity: 
	
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri 

	AM
	
	
	
	
	
	
	

	PM
	
	
	
	
	
	
	

	EVE
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Anytime / Flexible
Address of opportunity: ______________________________________________
Please provide a description of the opportunity (This statement will be used to encourage volunteers to become involved and will appear on the do-it web site)

Please provide us with details of any skills or qualifications that volunteers may need to participate in this opportunity.

	16 – 17 year olds
	

	18 – 25 year olds
	

	Employee volunteering
	

	Groups – small (2 – 10)
	

	Groups – medium (10 - 25)
	

	Groups – large (25 – 40)
	

	Groups – very large (40+)
	

	Family volunteering
	


Additional/specific suitabilities

Is the opportunity suitable for any 
of the following groups? 
Please tick as many as are relevant.

Recruitment method:

Application Form

Informal discussion

Interviews



CRB  Check


References


Trial Period 



Please provide details of each of the following:

Age/Gender restrictions:_____________________________________________

Disabled access/Toilets: _______________________________________________
Do you have an equal opportunities policy: ________________________________
Expenses:___________________________________________________________

Induction: ___________________________________________________________
Insurance cover for volunteers___________________________________________

Training available: ___________________________________________________
Good practice: 
Do you have the following?

· A person or group to recruit, train and support volunteers
Yes
        No
· Written policies, including equal opportunities, recruitment, health and safety, confidentiality and problem solving procedures or the equivalent relevant to volunteers






Yes
        No

· An equal opportunities statement clearly relevant to volunteers and separate to your equal opportunities policy 



Yes
        No
· A volunteer policy





Yes
        No

· A volunteer recognition scheme



Yes
        No
Would you like this volunteer opportunity to feature on the do-it.org.uk website (a database of volunteer opportunities) for which Hertsmere Volunteer Centre is the contact displayed not your own telephone number and address. 


YES


NO


This data will be shared with YouthNet on the do-it.org database for the purpose of promoting your opportunity

Name: ______________________________________________________
Signed:__________________________________  Date________________
Please return to: 

Hertsmere Volunteer Centre 
The Community Shop Leeming Rd Borehamwood WD6 4EB
Tel: 020 8386 4006
E-mail: volcentre@communityactionhertsmere.org
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General: 
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