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Aberdeen Volunteer Centre 
 

 

 

 

1 Name of Organisation: ___________________________________________________________________ 

Name of Project (if applicable): __________________________________________________ 

Address: ________________________________________________________________________________ 

Town: ___________________________ Postcode: _________________ Telephone: ___________________ 

Fax: ____________________ e-mail: _________________________________________________________ 

Website: ______________________________________  

 

 

2 Is your organisation registered under Data Protection Act?   

 Yes        No, but would like further details 

 

 

3 Main Contact Person: Details of the person who would be your preferred first point of contact for Volunteer 
Centre Staff.  Please indicate if you do not wish us to pass these details on to prospective volunteers Ð e.g. if 
this is a home address. 

 

Main Contact Person: ________________________ Position: ____________________________________ 

Tel No: _______________________________ (if different  from above) 

 

 

4 Please describe the aims of your organisation. This information will be used to provide details about your 
organisation to prospective volunteers so please be as clear and concise as possible: 

ORGANISATION REGISTRATION FORM 
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5 What type of organisation are you?  This information is for our monitoring purposes and will help us to 
provide you with information and support that is relevant to your organisation. Select one only. 

 Local voluntary/community group with volunteers only 

 Local voluntary/community group with paid staff and volunteers 

 National voluntary organisation/part of national voluntary organisation 

 Local authority/part of the local authority 

 NHS/part of the NHS     

Other (please describe): ______________________________________________________________ 

 

6 Which of the following best describes your organisationÕs main work? This will allow us to accurately 
categorise your organisation. Select as many as appropriate. 

  Animals       Human/Civil rights/Justice 

  Anti poverty work      Learning disabilities 

  Arts (music/drama/crafts)     MenÕs Groups 

  Carers       Mental health 

  Children       Museums/Galleries/Heritage 

  Crime/Safety      Offenders/Ex-offenders 

  Disaster/Emergencies     Overseas aid/Developing world 

  Drugs/Alcohol issues      Physical disabilities 

  Education/Literacy      Refugees/Asylum seekers 

  Older People      Religion/Faith 

  Environment      Sensory impairment 

  Ethnic minorities      Sport/Outdoor activities 

  Families       Tackling Unemployment 

 Gender/Sexuality      WomenÕs Groups 

  Health/Hospitals/Hospices    Young people   

  Homeless/Housing 

 

7 Who funds your organisation? This information helps us monitor our service for funding/campaigning 
purposes. Select as many as appropriate. 

      Business Sector      Earned Income 

  Central Government Ð Scottish Executive   European Money 

  Central Government Ð Westminster   Health (Boards/Trusts etc) 

  Charitable Trusts      Local Authority 

  Communities Scotland     Local Enterprise Company 

  Donations       Lottery Boards (Community Fund etc) 

 Other: ____________________________________________________________________________ 
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8 What is your organisationÕs average yearly income? This information would be helpful as it can be monitored 
on a national basis. Select one only.                                                              

 Up to £1,000      £25,001- £100,000 

 £1,001 to £25,000      £100,001 and over 

 

9 (a) Which geographical area does your organisation cover. 

 

 

10 Please describe why your organisation involves volunteers in its work. E.g. because of the values of your 
organisation, because it believes involving volunteers connects it to the community it serves etc 

 

 

 

11 Please describe any other methods your organisation uses to recruit volunteers. E.g. advertising, talks, 
promotional events. 

 

 

 

12 Are volunteers in your organisation covered by the following?  

     Yes  No, but would like further information 

Equal Opportunities Policy       

Health & Safety Policy      

Volunteer Policy        

Public Liability Insurance     

If you would like to review any of your current policies you will find information at www.vsa.org.uk or you can 
call the Centre on (01224) 212021 Ext 281. 

 

13 How did you hear about the Volunteer Centre? ______________________________________________ 

 

14 Does your organisation have volunteering publicity materials? 

  Yes        No  

15 Can this material be made available in Braille/ audio/ large print? 

 Yes        No, but would like further details 

16 Can this material be made available in other languages? 

 Yes        No, but would like further details 

17 Does your organisation want to be added to our mailing list?  

  Yes        No, but would like further details 
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18 How many volunteers does your organisation have just now? (Estimate acceptable) __________________ 

19 Is your organisation registered with the Central Registered Body In Scotland? (The clearing-house for 
disclosures [police checks] for volunteers working with children, vulnerable people).  

 Yes        No, but would like some more information 

 

 

 

Declarati on 

The Volunteer Centre refer s prospecti ve volunteer s to your organisation and other organisati ons.  It is 
for your organisati on to decide whether a person referred by us becomes a volunteer of your 
organisati on or not and is appropriatel y  scr eened. 

I have read the information above and I confirm the details given are correct. I have read and understood the 
Registration Information sheet which provides details of how this data is used. I have also read and agree with 
the views expressed in the Volunteer Centre Network Scotland statement of vision and values.   

I am authorised to sign this on behalf of my organisation. 

Name (please print): __________________________ Position in Organisation: ________________________ 

Signature: _________________________ Date: _______________ 

 

Thank you for completing this form.  

Please take a copy of this form for your records. 

Please enclose a copy of your organisations 

• Equal Opportunities Policy  

• Health and safety Policy 

• Volunteer Policy 

• Volunteer Publicity Material 

If you donÕt have one or more of these but would like further information or assistance, please do contact us. 

Please return it to: 

Aberdeen Volunteer Centre  

38 Castle Street 

Aberdeen 

Ab11 5YU 

Tel: 01224 212021 

Fax: 01224 358567  

E-mail: Volunteer.Centre@vsa.org.uk 

Website: www.vsa.org.uk 
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Aberdeen Volunteer Centre 
 
VOLUNTEER OPPORTUNITY DETAILS   
 

Please see the guidance notes before completi ng this form. 

Fill in a separate form for each different opportunity  

1 Title of Opportunity e.g. driver, administrator etc: _______________________________________________ 

2 Name of Organisation:  ___________________________________________________________________ 

3 Contact name for this particular volunteer opportunity: ___________________________________________ 

Position: ____________________________________ Tel No: _____________________________________  

E Mail: __________________________________________________________________________________ 

 

 

PLEASE NOTE 

a) If you want this opportunity to appear on the Volunteer Centre website, please tick here:            

b) When a volunteer opportunity appears on the website, contact details will be displayed.  Do you want these 
contact details to be (tick one):  

 The Volunteer CentreÕs    Your organisationÕs 

 

 

4 Please give a summary of the opportunity.  This is your chance to ÒsellÓ the opportunity to people so try to 
make it sound interesting and worthwhile.  

 

 

 

 

 

5 Fuller description of the opportunity.   

 

 

 

 

 

 

 

 

 



   Page 6 of 11  
R Form 1 

6 Where does the opportunity happen and what are the travel details? 

 

 

 

7 Which one of the following activities best matches the volunteer opportunity? 

 Administration/Office work   Advice/Information giving   Advocacy/Human Rights  

 Arts (Music/drama/crafts)    Befriending/Mentoring    Campaign/Lobbying  

 Care/Support worker    Catering     Charity Shops/Retail  

 Community/Economic Dev. Work  Committee Work    Computing     

 Conservation/Gardening    Counselling     Disaster/Emergency relief  

 Driving/Escorting     Equal Opps/Race Relations   Finance/Accountancy  

 Fundraising    Home-based Volunteering   Justice/Legal assistance 

 Languages/Translating   Library/Information Management  Management/Business Skills 

 Marketing/PR/Media   Online volunteering   Playschemes/ChildrenÕs Clubs 

 Practical/DIY    Research/Policy work   Residential Volunteering 

  Short term/Seasonal   Specialist/Technical   Sports, outdoor activities 

 Tutoring/Supporting Learners  Volunteering for under 16s  Youth work 

 

8 Which one of the following interests/issues best matches the volunteer opportunity? 

 Animals     Anti-poverty work    Arts (music/drama/crafts) 

 Carers      Children     Crime/Safety  

 Disaster/Emergencies    Drugs/Alcohol issues   Education/Literacy  

 Elderly      Environment     Ethnic minorities  

 Families      Gender/Sexuality     Health/Hospitals/Hospices  

 Homeless/Housing    Human/Civil rights/Justice   Learning disabilities  

 MenÕs Groups    Mental Health    Museums/Galleries/Heritage 

 Offenders/Ex-offenders   Overseas aid/Developing world  Physical disability   

 Refugees/Asylum seekers  Religion/Faith    Sensory impairment  

 Sport/Outdoor activities  Tackling Unemployment   WomenÕs Groups   

 Young people     

     

9 Are there any restrictions on who can be a volunteer?  

Minimum Age: ___________  Maximum Age: __________ Gender restrictions: _________________________ 

Please explain why restrictions apply: _________________________________________________________ 

 

10 Number of volunteers needed for this opportunity: ______________ 
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11 What skills, attitudes, experience does a person need to do this volunteer opportunity? 

 

 

12 When does the volunteer opportunity start? (dates):  _______________ 

Is there an end date?  If yes please enter (dates): _____________ or is it ongoing (tick if YES):  

13 How many hours per day, week etc would a volunteer need to do for this opportunity e.g. 4 hours per week, 
2 hours per fortnight, etc:  

_______ Hours per   [day]    [week]   [fortnight]   [month]   [quarter]   (please circle) 

Other (please describe): ____________________________________________________________________ 

14 Is there a minimum commitment expected of the volunteer e.g. 6 weeks, 3 months etc. 

__________ (Enter a number)  [days]    [weeks] [months] [years]  (please circle) 

Other (please describe): ____________________________________________________________________ 

 

15 Please tick when the opportunity happens.  Tick as many boxes as appropriate. 

Morning Afternoon  Evening/Night 

Monday       

Tuesday       

Wednesday       

Thursday       

Friday         

Saturday        

Sunday        

Does the opportunity take 
place in school holidays?  

 !Yes   No 

Does the opportunity take 
place in term-time? 

 Yes   No 

 

16 What types of insurance(s) cover this opportunity? 

 Public Liability   Personal Accident    Professional Indemnity  

 None    Other: _____________________________________________________ 

17 What selection method(s) will be used for prospective volunteers? 

 Application Form   Criminal Record  (Disclosures)  Induction/training 

 References   Informal chat    Trial Period   

 Interview   Other(s): ___________________________________________________ 
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18 Training and Support for Volunteers 
        Yes      No but would like further information 

Will the volunteer be offered induction/start up training?      

Will the volunteer be offered on-going training?     

Will the volunteer be offered support?       

 

How frequently do you offer training(give details) ________________________________________________ 

 

 Please give a brief description of induction, ongoing training and support for the volunteer: 

 

 

 

 

19 Will the volunteer have a named contact person at your organisation?   Yes   No 

20 Is childcare/ are childcare costs available for volunteers?    Yes   No !!!!! 

21 Is there wheelchair access where the opportunity happens?    Yes   No  

22 Are there wheelchair accessible toilets where the opportunity happens?  Yes   No 

23 Are travel expenses available for volunteers?            Yes   No  

If yes, please give details on how and when expenses are paid e.g. we pay public transport rates and 
reimburse volunteers every week.  Also include mileage rates if applicable. 

 

   

24.   Who funds this volunteer opportunity?  (Please see guidance notes) 

 Business Sector   European Money   Central Govt Ð Scottish Executive  

 Health Board Trusts  Local Council    Central Govt Ð Westminster 

  Charitable Trusts   Local Enterprise Trust  Communities Scotland 

  Lottery Boards (Community Funded) Other (please describe): ___________________________   
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The information you have given will help us signpost prospective volunteers to your organisation, and to 
monitor and improve the quality of our services.  The information will be entered on to our database and 
certain parts of it will appear on our website.  If you have decided against this, the information will be held on 
our database to be used by our staff to advise prospective volunteers about your volunteering opportunities.  
The information will be used in accordance with the Data Protection Act 1988.  If you wish to see information 
held by us about your organisation, please write to the address below. 

ÒI have read the information about and I confirm the details given are correct. I am authorised to sign this on 
behalf of my organisationÓ 

 

Name: ________________________________ Position in Organisation: _____________________________ 

Signature: ________________________ Date: _____________ 

 

 

If there are any other areas of your work in which you might wish to develop volunteer opportunities, please 
tick this box and weÕll get in touch with you:  

 

Thank you for completing the form.  

Please keep a copy of this form for your own records, and return it to: 

Aberdeen Volunteer Centre  

38 Castl e Street 

Aberdeen 

AB11 5YU 
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ABERDEEN VOLUNTEER CENTRE: 
Volunteer Opportunity Details – Guidance Notes 

 

Intr oduction: When completing this form itÕs worth remembering that this is a chance to ÒsellÓ your 
organisation to prospective volunteers, so keep your content interesting, easy to understand and to the point.  
It may take around fifteen Ð twenty minutes to complete the form, but it could attract people who will give 
hundreds of hours to your organisation so it could be time well spent. 

Before recruiting volunteers, your organisation needs to have a clear understanding of what tasks they are to 
do.  Organisations that can offer interesting and productive tasks  will find it easier to attract and keep 
volunteers.  Different people will, of course, find different tasks interesting but the design of the volunteer 
opportunity is important. 

Completi ng the Form: Please remember to fill in a separate form for each different volunteer opportunity 
(either photocopy the blank form or contact us for additional forms) 

Questi on 1 First of all, you need a title to describe the opportunity.  ThereÕs no need to have volunteer in 
the title Ð simply say befriender, driver, adviser, web designer, treasurer etc.   

Please Note Box  If you do not want the volunteer opportunity to appear on the LVDA network  website, 
please tick the box.  If you do tick the box, we will make the information available to prospective volunteers 
who visit our office. 

If you nominate Aberdeen Volunteer Centre as the contact, we will pass on the contact details of potential 
volunteers to you. 

Questi on 4 Next, think about why your organisation needs a particular person to volunteer.  Focus on the 
need to be met Ð focus on the intended result.   

For example avoid Ð Receptionist wanted to answer phones, take messages and room bookings.  An 
alternative approach would be ÒPeople coming to the Mental Health Centre are often embarrassed, confused 
and uneasy.  We need a receptionist to welcome people and make them feel as comfortable as possibleÓ. 

Other examples: 

Adult Liter acy Tutor: Many people from all walks of life are unable to take advantage of the full benefits of our 
society because they are unable to read or write.  Would you like to help change this? 

Clothes Sorter: Help to raise money to combat disease and poverty in underdeveloped countries by sorting 
out donated clothes for our charity shop. 

Driver: Some senior citizens live with little or no contact with other people.  We need you to pick them up in a 
minibus and bring them to our Centre for companionship, care and attention. 

Teller/Cashier: People on low incomes often fall into very high interest loans or worse still loan sharks.  Our 
Credit Union gives them an alternative and we need tellers/cashiers to staff our office. 

Questi on 5  Next think about a longer message about the opportunity.  You should describe what a 
volunteer would do Ð the potential benefits for the volunteer Ð and the potential benefits to the client group.  
You donÕt need to include information about training or support, as these topics are dealt with further on. 

Example: “Positive Steps is accepting applications from people to join a team of Literacy Tutors who enable 
adults, free of charge, to improve their reading & writing. Tutors can make a significant difference to peoples’ 
reading/writing skills levels and past Tutors say it has helped them meet new people, make new friends, feel 
part of a group.  They also report a high feel good factor when adults make good progress. 

Past adult learners have said the following “It’s great – I can now help my kids with their homework” and “I’ve 
got the bug for learning and I hope to go to college soon” and “At last I don’t need to pretend that I can read 
the newspaper!” Tutors work with individuals or small groups of up to three and take them through a structured 
learning programme.”    

Some examples of what motivates people to volunteer are given below.  You might want to use some of them 
in your answer to Question 5.  Quotes from existing volunteers and users can be very powerful as well. 
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 to try out a new career  learn a new skill   do something different 

 to feel useful   improve community life   to enjoy spare time 

Questi on 6  An example would be: ÒTutoring takes place in the Positive Steps Centre, 26 High St, Anytown.  
It is close to the train and bus stations.  Bus nos. 10 and 16.Ó 

Questi on 7 Tick one box only.  For example an Adult Literary Tutor opportunity would tick the 
ÒTutoring/Support LearnersÓ box.  A Girl Guide Leader opportunity would tick ÒYouth WorkÓ.  

This is how your opportunity will be categorised on the Volunteer Centres website. 

Questi on 8 Again select one box only.  An Adult Literacy Tutor opportunity would tick the 
ÒEducation/LiteracyÓ box.  This will also be used to categorise your opportunity on the Volunteer Centres 
website. 

Questi on 9 If there are specific restrictions please say why.  Care needs to be taken that people are not 
being discriminated against because of their age or gender. 

Questi on 10 We realise it is difficult to give a precise answer to this question, but it would be useful for us to 
have a rough idea on how many volunteers you feel you need for the particular volunteer opportunity. 

Questi on 11 For example ÒThe ability to read and write are essential tutor skills.  Adults learn more when 
tutors are supportive, offer encouragement and are focused on the task.Ó 

Questi on 13 Example answers are two hours per day; one hour per month etc. 

Questi on 18 For example ÒAll volunteers need to participate in our Tutor Start Up programme.  Run over four 
weeks (4 x 2 hour sessions), it covers topics including how adults learn best; motivational skills; helpful tips 
plus input from existing tutors and adult learners.  Once tutoring you will be paired with an existing tutor until 
you feel confident enough to Ôgo it aloneÕ.  This tutor ÒbuddyingÓ will also help you to identify any areas where 
you need to further develop your skills.Ó 

Questi on 23 For example ÒPositive Steps repays tutor travel expenses, public transport or car (current 
mileage rate = 30p), every week.Ó 

Questi on 24 This information is to help us with our monitoring and evaluation, and it may also help us to 
supply you with appropriate information. 

 


