Volunteering & Employability

One-off Volunteer Request Form
The information provided will be used to produce an electronic advert to promote your volunteering opportunity to prospective volunteers.
	Name of organisation: 


	     

	Name of opportunity: 


	     

	Date/time of opportunity: 


	     

	Location of opportunity: 
	     

	Opportunity and volunteer role description:

(please mention any experience/skills/knowledge volunteers are required to have or training that needs to be attended) This will be the main body of the advert. 
(Maximum word count 120)
	     

	Other than the volunteers name, email address and phone number are there any other details you require?
	     

	Number of volunteers required:
	     

	Is this opportunity suitable for: 

Students   FORMCHECKBOX 
   Staff   FORMCHECKBOX 
     All  FORMCHECKBOX 


	How would you like this opportunity advertised:

By email   FORMCHECKBOX 
   Through Facebook   FORMCHECKBOX 
     On the website  FORMCHECKBOX 
     All  FORMCHECKBOX 


	When would you like this opportunity promoted: 
From DD/MM/YYYY:      
To DD/MM/YYYY:      

	Please list the benefits/experience/skills/knowledge that will be gained by the volunteer as a result in volunteering at this opportunity: 
	     

	Are you able to reimburse volunteers travel/meal expenses etc? 
	     

	Do you have any flyers/information/application forms which should be passed onto the volunteers? 
	     


Community Organisation Agreement

We ask organisations to: 

· Ensure volunteers are suitable for the role and arrange any necessary screening checks and training. 

· Offer appropriate induction, support and supervision, ensuring volunteers are provided with everything they need to complete tasks safely and effectively.

· Ensure volunteers are fully insured for the activities they are asked to undertake and that risk assessments are in place. 

· Make volunteers aware of all policies and procedures which apply to them, including information regarding travel expenses. 

· Reply promptly to emails and telephone calls from prospective volunteers. 

· Accept that volunteers working hours may change through negotiation.

· Inform us of any changes to volunteer roles, contact details, or if you are not recruiting volunteers so that we can keep prospective volunteers correctly informed. 

· Notify us if you have any problems with volunteers e.g. if they are absent without explanation, or if they are involved in any accident or incident whilst volunteering.

· Inform us when you take on a volunteer as this will enable us to reward and support them. 

· Provide us with feedback when requested to allow us to develop and improve our service.

CUSU Volunteering and Employability aim to:

· Provide inductions and on-going support for all volunteers.

· Provide a choice and clear description of opportunities for volunteers.

· Offer information, advice and guidance to volunteers to help them choose an opportunity. 

· Answer any questions or concerns volunteers or your organisation may have. 

· Mediate between the volunteer and your organisation if a problem occurs.

· Ensure that volunteers are properly recognised for their work in the form of relevant certification and celebration.

· Generate mutually beneficial partnerships to support the needs of the volunteer and your organisation.

· Promote your volunteering opportunities in the office, on our website, Facebook group, weekly email opportunity updates, promotional materials and events. 

· Meet with you to discuss your volunteering opportunities and keep in contact with you throughout the year.

· Provide you with volunteers from a wide range of cultures and countries, who have many different skills and experiences to bring to your organisation. 

We ask our volunteers to: 

· Make contact with you directly to arrange their volunteering. 

· Be reliable, punctual and attend all training and support sessions.

· Behave in a manner that represents Coventry University and CUSU Volunteering and Employability in the best possible light.

· Abide by the policies, procedures and standards of your organisation. 

· Observe all health and safety requirements as directed and act responsibly. 

· Inform your organisation and us of any changes to their contact details. 

· Honour the commitment they have made to your organisation, attend at agreed times and tell you in advance if this is not possible.

· Inform your organisation and us if they are having any problems, issues or concerns. 

· Let your organisation know and us if they no longer want to volunteer and wish to cancel their placement. 

· Return to us the Placement Agreement, Induction Checklist and Volunteering Time Sheet found in their Volunteering Guide.

	Health & Safety Information

	
	
	Yes
	No

	 1
	Do you have a written Health and Safety policy? 
	
	

	2
	Do you have an Equal Opportunities & Diversity policy or Statement
	
	

	3
	Do you have a policy regarding health and safety training for people working in your undertaking, including use of vehicles, plant and equipment, and will you provide all necessary health and safety training for the placement student?
	
	

	 4
	Is the organisation registered with (tick as appropriate):                                        

a - the Health and Safety Executive or                         
	
	

	
	b - the Local Authority Environmental Health Department?


	
	

	5
	Insurance
	
	

	
	a - Is Employer and Public Liability Insurance held?
	
	

	
	b - Will your insurances cover any liability incurred by a placement student as a result of his/her duties as an employee?

Please provide your policy number:      
What is the maximum insured indemnity value?       
	
	

	
	
	
	

	 6
	Risk Assessment
	
	

	
	a - Have you carried out risk assessment of your work practices to identify possible risks whether to your own employees or to others within your undertaking?


	
	

	
	b - Are risk assessments kept under regular review?
	
	

	
	c - Are the results of risk assessment implemented?
	
	

	Contact Details: (Person volunteers details are to be sent to)

	Contact Name:

	Telephone:                                  

	E-Mail:   

	Website:

	DATA PROTECTION: I AUTHORISE THE ABOVE INFORMATION TO BE PASSED TO THIRD PARTIES IN CONJUNCTION WITH THIS ORGANISATION’S APPLICATION FOR VOLUNTEERS.

SIGNED       
DATE:       
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