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NOTES/GUIDANCE FOR VOLUNTEERS

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. Alternatively, you may wish to indicate which specific opportunities in the Voluntary Opportunity List you are interested in. Contact details of the relevant volunteering opportunities will then be sent to you and you can then decide whether to take up the placement/s or not. If this is unsuccessful, we will continue to look for volunteering opportunities that you may be interested in. We will not send your name and contact details to an organisation seeking volunteers unless you have agreed with us that we may do so. We will never send anyone your personal details.

Criminal Record Certificates/References

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.

It is standard procedure for many organisations to request two references from volunteers. It is suggested that, if possible, one be work-related and the other be in the form of a personal reference. 
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Volunteer Registration Form
Thank you for deciding to register as a volunteer. So that we can offer you support and advice please take a few minutes to complete this registration form. You can choose not to answer any question. If you are unsure about any part of this form please ask for advice or assistance.
Personal Details

Mr     (       Mrs     (       Miss     (       Ms     
( 


First names…………………………………………………………………

Surname…………………………………………………………………….

Address…………………………………………………………………………………………….

.………….…………………………………………………………………………………………..

…………………..……………………………………………………………………….………….

…………………………………………………Postcode ………………………….…………….

Tel. No incl code (Day) ………..……………………………………….………

Tel. No incl code (Eve)………………………………………………….………

Fax………………………………………………………………………………..

Email………………………………………………………………………..……

How did you hear about this Volunteer Bureau?

Another Volunteer

(


Post Office


(
Friend



(


School


(
Internet


(


Telephone Directory
(
Job Centre


(


Voluntary Organisation
(
Library


(


Passing by


(

Media



(


Other



(
PERSONAL PREFERENCES

Please take a few minutes to look through the following lists. The Areas of Interest and the Activities that you choose could also help us to match you with volunteering opportunities.



Please give brief details of any previous voluntary work experience.

Please tick each box when you could be available as a volunteer.

	
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	AM
	
	
	
	
	
	
	

	PM
	
	
	
	
	
	
	

	EVE
	
	
	
	
	
	
	


Is there anything else you would like to tell us about yourself?


Please return to:
Carol Allen, Chichester Volunteer Centre, Freepost RRGX/YJSU/TCEY, 60a North Street, Chichester PO19 1NB
Telephone: 01243 532765

Email: carol.allen@vcacd.org.uk 
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EQUAL OPPORTUNITIES FORM

Please could you help us to monitor how well Chichester and District Volunteer Bureau is being used by different sections of the community.  The information that you give us is confidential and used for statistical purposes only.  You may decline to answer any or all of these questions.
Date of birth……………………            Gender:   
Male    (
  Female    (



Which age group are you in?

	Under 15
	
	
	40 – 44
	

	15 – 18
	
	
	45 – 49
	

	19 – 25
	
	
	50 - 54
	

	26 – 29
	
	
	55 - 59
	

	30 - 34
	
	
	60 - 64
	

	35 - 39
	
	
	65+
	


What is your current employment status? 

	Employed
	
	
	Retired
	

	Non-employed
	
	
	Student
	

	
	
	
	Unemployed
	


Do you have any disabilities?

          Yes    (                

No    (
If Yes are you:


        Registered     (
  Self classifying    (


Nationality……………………………………      Religion…………………………….………
Which ethnic group do you feel you belong in? 

	White British
	
	
	Indian
	

	White British (English)
	
	
	Pakistani
	

	White British (Scottish)
	
	
	Bangladeshi
	

	White British (Welsh)
	
	
	Other Asian background
	

	White Irish
	
	
	Black Caribbean
	

	Other White background
	
	
	Black African
	

	White & Black Caribbean
	
	
	Other Black background
	

	White & Black African
	
	
	Chinese
	

	White & Asian
	
	
	Any other background
	

	Other Mixed background
	
	
	
	


Driving   (Only complete these questions if you are considering becoming a 

                 volunteer driver.)
	Insured for voluntary driving
	

	Own transport available
	


If you can drive what license type do you hold? 
	Car Automatic
	
	
	HGV – Class 2
	

	Car Full
	
	
	HGV – Class 3
	

	Car Provisional
	
	
	Motorcycle
	

	HGV – Class 1
	
	
	PSV/Coach
	


Thank you for completing this form

Date  ……………………………………….
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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.

The information I have given is correct at the date of this application.  I agree to my details being kept on Date 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 understand that if I become an authorised volunteer, all matters relating to clients must be treated as confidential.
I do / do not have criminal convictions (please delete as appropriate)

If you have answered yes, could you please give details on a separate sheet of paper and place in an envelope marked STRICTLY CONFIDENTIAL.
I hereby give permission to the Volunteering Information Point, to pass this information to organisations looking for volunteers.
Print Name: ________________________________________

Date: _____________________________________________

Type of Activity


Please tick any of the following that you would like to do:





Administration�
�
�
Advice Work and Counselling�
�
�
Architecture and Building Work�
�
�
Art�
�
�
Befriending�
�
�
Business and Management�
�
�
Campaigning and Lobbying�
�
�
Caring�
�
�
Catering�
�
�
Community Work�
�
�
Computers and Technology�
�
�
Driving�
�
�
Employee and Group Volunteering�
�
�
Entertainment�
�
�
Finance Work�
�
�
Fundraising�
�
�
Gardening�
�
�
General and Helping�
�
�
Hostel Work�
�
�
Languages�
�
�
Legal Work�
�
�
Local Events�
�
�
Marketing and PR and Media�
�
�
Music�
�
�
National and International Events�
�
�
Officials�
�
�
Practical Work and DIY�
�
�
Retail and Charity Shops�
�
�
Sports Development�
�
�
Teaching and Training�
�
�
Under 16 Volunteering�
�
�
Youth Work�
�
�






Areas of Interest


Please tick any of the following that interest you:





Animals�
�
�
Art and Culture�
�
�
Children and Youth�
�
�
Disability�
�
�
Disaster Relief�
�
�
Domestic Violence�
�
�
Drugs and Addictions�
�
�
Education and Literacy�
�
�
Elderly�
�
�
Employment�
�
�
Environment�
�
�
Families�
�
�
Gay, Lesbian, Bi and Transsexual�
�
�
Health and Hospital and Hospices�
�
�
Heritage�
�
�
Homeless and Housing�
�
�
Human and Civil Rights�
�
�
International Aid and Disaster Relief�
�
�
Legal Aid and Justice�
�
�
Mental Health�
�
�
Millennium Volunteers�
�
�
Museums�
�
�
Politics�
�
�
Prisoners and Ex-Offenders�
�
�
           Race and Ethnicity and               Refugees�
�
�
Religion�
�
�
Sport and Outdoor Activities�
�
�
Women's Groups�
�
�






Please indicate the geographical area where you would like to volunteer:





Do you have any special requirements that need to be taken into account when finding you an opportunity?











