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	Organisation Registration Form


	Organisation Name

	


	Organisation Address - The address where the organisation is based. If you are the local branch of a national organisation, please provide the address of your branch.

	Address:

Town:

County:

Postcode:
	

	

	Main Telephone:                                     

E-Mail:                                                         

Website:

Twitter:

Facebook:
	

	Directions:

(How volunteers could find you - By foot, car, public transport etc.)
	


	Main Organisation Contact Person Details

	Title (Mr/Mrs etc.): 
First name:
Surname:                                                          

Salutation:
Job Title:
	

	Address: 

N.B: only necessary if this is different from the one given for the organisation
	

	E-Mail:
	

	
	

	We are now able to add multiple contacts, so please advise here if appropriate, re: Secretary, Volunteer 
Co-ordinator etc.)
	


	Please tell us the areas covered by your organisation

(Delete as applicable)
	Basingstoke


	Hart



	
	Rushmoor
	Countywide


	

	Organisation Description:
(This statement will appear on www.volunteernorthhants.org  Please keep it short, interesting & informative)

	

	Mission Statement:
(This statement will appear on www.volunteernorthhants.org  Please keep it short, interesting & informative)

	


	Please let us know which of the following applies to your organisation? 

	

	Is your organisation:
	
	Any further details

	A Registered Charity
	
	(charity number)

	A Community Group
	
	

	A Community Interest Company
	
	

	A Social Enterprise
	
	

	A Statutory Organisation
	
	

	Private Sector/Business
	
	


	Policies and Procedures

	Could you let us know which policies and procedures you may have in place or are working towards by marking the appropriate columns. If you are working towards a policy or procedure, but it is not yet in place could you elaborate in the Comments box.

	

	Policy
	Status
	Comments

	Child Protection policy
	
	

	Complaints policy
	
	

	Confidentiality policy
	
	

	Diversity policy
	
	

	Equal opportunities policy
	
	

	Ex-offenders policy
	
	

	Expenses policy
	
	

	Health & Safety policy
	
	

	Insurance policy
	
	

	Volunteer policy
	
	

	Vulnerable adults policy
	
	


	How did you hear about us?

	


IMPORTANT Information About Data Protection 
Data protection statement
Our database is maintained for the purpose of referring and placing volunteers with organisations. The only details of your organisation that will be published or placed onto relevant websites is your organisation name and contact details, the aims and activities of your organisation and details of volunteering opportunities. You grant us permission to pass on organisation public information and opportunity information to individual volunteers upon request. 
Volunteer Centres will not sell or give out mailing lists to a third party. We may compile statistical data from time to time but this will not include references to particular individuals. You have the right to see any information about your organisation that is held on our database at any time.
· 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. 

· We will never sell or give our mailing lists to a third party.

Volunteer North Hampshire Database
We regularly upload details of volunteering opportunities to our Volunteer North Hampshire website, which are then available to the public at www.volunteernorthhants.org where they are able to search the database to find opportunities that match their interests. Partial details of the organisation offering the volunteering opportunity are also uploaded. These are:

· The name of the organisation

· The purpose (or mission statement) of the organisation

· The activities of the organisation

None of the above will be sent to the database until you have provided us with details of a volunteering opportunity. 
In a very limited number of cases we may opt to upload not only the name of your organisation but contact details for a volunteering opportunity as well. (i.e. the address and telephone number). This is only done in cases where a large organisation is seeking multiple volunteers over a wider geographical area. Again, you have the right to request that we don’t upload the contact details and/or the opportunity.
Other Social Media

We may also upload details of your opportunity to other social media such as Facebook, Twitter, the Do-it website, our CVS website and any other social media in order to promote your opportunities most effectively.
N.B: Please sign below to acknowledge you have read and understood our Data Protection Statement and information regarding the Volunteer North Hampshire Website: 
	Sign / PRINT NAME here, please:

           Name:

Organisation:                                                                                                             Date: 


	North Hampshire Volunteer Centres - Registration Agreement


This agreement sets out guidelines of good practice by Volunteer Involving Organisations and North Hampshire Volunteer Centres in our work together to recruit volunteers. North Hampshire Volunteer Centres will help and advise you to ensure that you have in place all the policies and procedures consistent with good practice.
Your commitment to us on registering:

· New and prospective volunteers will be given a named contact within your organisation. This will help a new volunteer to settle and become part of your organisation

· Good role descriptions will be provided and, where circumstances change, the Volunteer Centre will be informed (e.g. vacancies filled, volunteer roles or contact personnel changed)
· If applicable, references will be obtained for all new volunteers and, where appropriate, DBS checks will be made as part of your recruitment process
The recruitment process will also include new volunteers being made aware of policies and procedures within your organisation, which will include:

· Volunteer induction

· Health and Safety and relevant risk assessments

· Fire Safety 

· Equal Opportunities Policy
· Volunteer Policy 

· Confidentiality Policy
· Insurance cover for volunteers

Your local Volunteer Centre will provide advice and information on the formulation of these policies and procedures.

Our commitment to you on registering is to:

· Promote your organisation and your volunteering opportunities within our area

· Keep you informed of any interest shown in your opportunities and follow these up as soon as possible within five working days

· Gather feedback from any potential volunteers and keep your organisation informed of the results

· Add any new opportunities to our database and to review and update annually the existing opportunities and the information we hold on our database about your organisation

· Offer your organisation and your volunteers individual support, training and development. This may be provided by signposting you to other relevant and appropriate organisations

N.B: Please sign this agreement to acknowledge that you have read and understood these good practice guidelines and that you will work towards achieving the highest possible standards for recruiting, managing and developing volunteers within your organisation.
	Volunteer Involving Organisation

Name:

Position:

Organisation:

Date: 
	Volunteer Centre

Name: Terry Snuggs
Position: Volunteer Centre Coordinator
Organisation: Rushmoor Voluntary Services
Date:


 WHEN YOU HAVE COMPLETED THIS FORM PLEASE RETURN IT TO:
Rushmoor Volunteer Centre,Community Centre, Meudon Avenue, Farnborough. GU14 7LE
or you can return it by e-mail: rushmoorvolunteers@rvs.org.uk 
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