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Voluntary Action North Lincolnshire

4 – 6 Robert Street, Scunthorpe, North Lincolnshire, DN15 6NG

Telephone: 01724 845155     Fax: 01724 854531
www.vanl.org.uk
Volunteer Centre
A GUIDE TO BECOMING A PARTNER ORGANISATION

Thank you for becoming a partner of the Volunteer Centre. We offer a volunteering brokerage, seeking to recruit volunteers and link them with appropriate volunteering opportunities in North Lincolnshire. The Volunteer Centre serves to develop and promote best practice in volunteering in partnership with organisations and volunteers. 

We aim to establish good working relationships with organisations to which we refer potential volunteers. We actively promote good communication and a mutually supportive relationship, thereby ensuring a positive experience for both the organisation and the volunteer. 

What you get for becoming a Partner Organisation…
· Free registration with the Volunteer Centre 
· Free volunteer recruitment, including initial volunteer interview
· Free upload of your volunteer vacancies on the National Volunteering Database: www.do-it.org.uk
· Free advice and support on matters related to recruiting and supporting volunteers for organisations and volunteers.
· Reduced rates on Training Courses (see Training information at www.vanl.org.uk)
· Free membership of the North Lincolnshire Volunteer Co-ordinators Forum (see overleaf for further information)
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STEP BY STEP GUIDE TO BECOMING A PARTNER ORGANISATION

1. How to become a Partner Organisation…
To become a Partner Organisation you will need to register with us by completing the enclosed:

· Partnership Agreement – complete once
· Partner Organisation Registration Form – complete once
· Opportunity Registration Form – complete *one per opportunity

*You will need to complete one opportunity form for each individual volunteering role within your organisation so that we have clear information through which we can promote each different type of opportunity. Remember – each volunteer role will probably require people with different skills, the opportunity may take place on a different day of the week and the title and description of the role will most likely differ. 

2. Advertising your volunteer opportunities…

We advertise your volunteer opportunities in a number of different ways, including promoting your service at local Volunteer Fairs, in one-to-one and group meetings with potential volunteers, through our website (under development), through Facebook and Twitter, and the National Volunteering Database (NVD) website – www.do-it.org.uk.

We regularly upload details of volunteering opportunities to the NVD. This means that your opportunities are then accessible to the public through the internet @ www.do-it.org.uk. Potential volunteers are able to search the database to find opportunities that match their interests, needs and circumstances. Partial details of the organisation offering volunteering opportunity are also uploaded, including:
· The name of the organisation

· The purpose (or mission statement) of the organization

· The main activities of the organisation

Unfortunately we cannot upload your vacancies until we receive a fully completed volunteer opportunity form. 
Please Note: You do have the option to request that your opportunities are not uploaded to the NVD. 
Potential volunteers searching for opportunities through  www.do-it.org.uk will register interest in an opportunity online, and their applications or enquiries will come directly to the Volunteer Centre to be processed. We will contact the enquirer and arrange to meet them to discuss their interests, after which we will make appropriate referrals to partner organizations.

3. The Volunteer Referral Process…
Once a person has expressed an interest in your volunteer opportunity, we will send you a Volunteer Referral Form with their contact details together with any other relevant information such as special skills. 
We would be grateful if you could contact the person within 5 working days on receipt of a volunteer referral through your normal recruitment procedure, eg – sending an application pack or inviting them in for interview. We are happy to give potential volunteers a copy of your application pack if you wish to provide us with paper copies.
Please let us know the outcome of your recruitment process by returning the Volunteer Tracking Form (attached to the Volunteer Referral Form) so that we can keep our records up to date. If you decide that the person is not suitable for your organization, please suggest they get back in touch with us. We will then help them look for other appropriate opportunities.
4. Your responsibilities as a Partner Organisation…
Once you have decided to recruit a volunteer, you are responsible for taking up references (we recommend that all organisations to do this if appropriate to the role), and organizing CRB checks where appropriate. We can provide template reference forms on request.

Although the Volunteer Centre staff conduct an initial interview we advise all our partners to undertake a formal induction programme for all new volunteers. This ensures that they are aware of your organisations policies and procedures, what is expected of them in their role, and who will be responsible for supporting them during their volunteer experience. VANL offers various training programmes for paid or unpaid workers responsible for supporting volunteers and for the volunteers themselves.

INFORMATION, ADVICE AND GUIDANCE
We can offer the following information, advice and guidance to placement providers and volunteers:

· Accredited and unaccredited training for workers who recruit and support volunteers

· Accredited and unaccredited training for volunteers

· Volunteer Policy development

· Recognising and Rewarding volunteers

· Rights and Responsibilities of volunteers and placement providers

· Template documents, such as reference letters, volunteer handbook, good practice information, role descriptions, supervision forms, induction forms, training and development forms, interview questions, exit questionnaires, volunteer expense forms)

· How to create a new volunteer role
· How to create a new volunteering programme
· How to set a volunteering challenge

SHARING AND DEVELOPING BEST PRACTICE
Once you have become a registered Partner Organisation you are eligible to become a member of the local Volunteer Co-ordinators Forum. The group meets quarterly, bringing together people who manage volunteers from a wide range of statutory, voluntary and community sector organizations. The aim of the group is to develop best practice in volunteering in North Lincolnshire by sharing information, resources and experiences.
The group feeds into the Humber Innovation Partnership  which is a consortium of North Lincolnshire Council, North East Lincolnshire Council, East Riding of Yorkshire Council, Hull City Council and the Humberside Fire and Rescue Service. 
For further information, check out the VANL website at www.vanl.org.uk. Once you have registered with the Volunteer Centre you will receive regular invitations to these meetings. You can opt out of receiving these emails simply by letting us know. You can access all papers from meetings on the VANL website. 
Information, advice and guidance can also be gained from the Humber Volunteer Managers Network website: www.volunteeringhumber.co.uk, 

DATA PROTECTION
Information provided on registration forms will only be used in the effective linking of volunteers and will be kept in accordance with the Data Protection Act:
· At no time will we provide any of your details to a third party without your permission.

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

AWARDS FOR VOLUNTEERS
Young volunteers age 16 – 25 years can access and complete awards online at www.vinspired.com/awards. After registering on the website they gain the opportunity to record their hours and experiences towards the following awards:

V50 Award – Issued to young people on completion of 50 hours volunteering (this can be completed in more than one volunteer placement. 

vImpact Award – On completion of the V50 award, young people can continue to evidence a further 100 hours and experiences to gain their vImpact Award.  
Volunteer Centre
Volunteer Development Manager:  Jacky Birkett
jacky.birkett@vanl.org.uk
Development Worker: David Plumtree





david.plumtree@vanl.org.uk
Volunteer Centre Administrator: Penny Oliver
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