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Your organisation name:


Opportunity Title:

Summary of opportunity:
Tip: Sell the opportunity! 

Make it sound 

interesting and 

worthwhile
(Max 35 words)
Opportunity Full Description (Max 150 words):


Where does the opportunity happen and what are the travel details? (Max 35 words):


Type of Work
Please select ONE of the following list of activities that best matches this volunteering opportunity.

 FORMCHECKBOX 
 Administration/Office work

 FORMCHECKBOX 
 Advice/Information giving

 FORMCHECKBOX 
 Advocacy/Human Rights 

 FORMCHECKBOX 
 Arts (Music/drama/crafts) 


 FORMCHECKBOX 
 Befriending/Mentoring 


 FORMCHECKBOX 
 Campaign/Lobbying 

 FORMCHECKBOX 
 Care/Support worker 


 FORMCHECKBOX 
 Catering




 FORMCHECKBOX 
 Charity Shops/Retail 


 FORMCHECKBOX 
 Community/Economic Dev. Work

 FORMCHECKBOX 
 Committee Work


 FORMCHECKBOX 
 Computing    

 FORMCHECKBOX 
 Conservation/Gardening 

 FORMCHECKBOX 
 Counselling 



 FORMCHECKBOX 
 Disaster/Emergency relief 

 FORMCHECKBOX 
 Driving/Escorting 



 FORMCHECKBOX 
 Equal Opps/Race Relations 

 FORMCHECKBOX 
 Finance/Accountancy 

 FORMCHECKBOX 
 Fundraising



 FORMCHECKBOX 
 Home-based Volunteering


 FORMCHECKBOX 
 Justice/Legal assistance

 FORMCHECKBOX 
 Languages/Translating


 FORMCHECKBOX 
 Library/Information Management
 FORMCHECKBOX 
 Management/Business Skills

 FORMCHECKBOX 
 Marketing/PR/Media


 FORMCHECKBOX 
 Online volunteering


 FORMCHECKBOX 
 Playschemes/Children’s Clubs
 FORMCHECKBOX 
 Practical/DIY



 FORMCHECKBOX 
 Research/Policy work


 FORMCHECKBOX 
 Residential Volunteering

 FORMCHECKBOX 
 Short term/Seasonal


 FORMCHECKBOX 
 Specialist/Technical


 FORMCHECKBOX 
 Sports, outdoor activities

 FORMCHECKBOX 
 Tutoring/Supporting Learners

 FORMCHECKBOX 
 Volunteering for under 16s

 FORMCHECKBOX 
 Youth work

Client Group

Which ONE of the following Client Groups/subjects best matches the opportunity: 
 FORMCHECKBOX 
 Animals




 FORMCHECKBOX 
 Anti-poverty work



 FORMCHECKBOX 
 Arts (music/drama/crafts)

 FORMCHECKBOX 
 Carers 




 FORMCHECKBOX 
 Children




 FORMCHECKBOX 
 Crime/Safety 

 FORMCHECKBOX 
 Disaster/Emergencies 


 FORMCHECKBOX 
 Drugs/Alcohol issues


 FORMCHECKBOX 
 Education/Literacy 


 FORMCHECKBOX 
 Elderly 




 FORMCHECKBOX 
 Environment 



 FORMCHECKBOX 
 Ethnic minorities 

 FORMCHECKBOX 
 Families 




 FORMCHECKBOX 
 Gender/Sexuality 



 FORMCHECKBOX 
 Health/Hospitals/Hospices 

 FORMCHECKBOX 
 Homeless/Housing 


 FORMCHECKBOX 
 Human/Civil rights/Justice

 FORMCHECKBOX 
 Learning disabilities


 FORMCHECKBOX 
 Men’s Groups



 FORMCHECKBOX 
 Mental Health



 FORMCHECKBOX 
 Museums/Galleries/Heritage 

 FORMCHECKBOX 
 Offenders/Ex-offenders


 FORMCHECKBOX 
 Overseas aid/Developing world
 FORMCHECKBOX 
 Physical disability



 FORMCHECKBOX 
 Refugees/Asylum seekers

 FORMCHECKBOX 
 Religion/Faith



 FORMCHECKBOX 
 Sensory impairment


 FORMCHECKBOX 
 Sport/Outdoor activities


 FORMCHECKBOX 
 Tackling Unemployment

 FORMCHECKBOX 
 Women’s Groups



 FORMCHECKBOX 
 Young people





Please provide the postcode where the opportunity will take place:
(Please note this is important for online searches by ‘location’. For opportunities that can take place in several locations across the city please insert EH)


MV – Youth Volunteering Awards
Volunteers aged between 16-25 can use the hours they spend volunteering towards getting an MV Award. To get more information and a registration pack please click on the following link:
http://www.volunteeredinburgh.org.uk/volunteer/young_people/mv
For further enquiries please call Lorna Herrera on 0131 243 9981

Volunteer Support Person
Please provide the details of the person in your organisation who will lead the recruitment and ongoing support of the volunteer(s) you recruit to the opportunity. This name and contact details will appear alongside your advertisement.

Name 

Position:

Phone number: 

Email: 

Age Restrictions

Minimum age for this opportunity (please see separate guidance): 

 FORMCHECKBOX 

Suitable for anyone including young children
 

 FORMCHECKBOX 

Suitable for 14 year olds upwards 
 FORMCHECKBOX 

Suitable for 16 year olds upwards
 FORMCHECKBOX 

Suitable for 18 year olds upwards

 FORMCHECKBOX 

Suitable for 21 year olds upwards

 FORMCHECKBOX 

Suitable for 25 year olds upwards

 FORMCHECKBOX 

Other minimum age (please state)


Is there a maximum age for this opportunity? If so please state 

Any other specific restrictions
(Max 35 words): 
Areas Covered
Will your opportunity be:

 FORMCHECKBOX 

Specific to a local area of Edinburgh. Please state

 FORMCHECKBOX 

City wide 

 FORMCHECKBOX 

Scotland wide

 FORMCHECKBOX 

UK wide

What you’re looking for:
How many volunteers do you require for this opportunity? 

What skills, attributes or experience does a person need to do this opportunity? (Max 35 words)
Your advertisement:

Volunteer Centre Edinburgh will post your opportunity within 72 hours of receipt on our online database of opportunities and in our office directories. Prospective volunteers will be provided with the details of the named contact person on this form to get in touch with you directly.

If you work from home and this would mean posting your personal contact details, Volunteer Centre Edinburgh will act as contact on your behalf. 

 FORMCHECKBOX 

Please use Volunteer Centre Edinburgh’s contact information

When would you like to start advertising your opportunity

 FORMCHECKBOX 
  Immediately

 FORMCHECKBOX 
  From a future date. Please state
When would you like to stop advertising this opportunity
 FORMCHECKBOX 
  This opportunity is ongoing, please ask me again in three months
 FORMCHECKBOX 
  Please stop advertising this opportunity on (please state date)
Timing Description (e.g. 2 hours per week / 5 hours per month etc)

Times of the week when this opportunity is available (tick as many as appropriate):

	                    Morning
      Afternoon
        Evening/Night

Monday
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Tuesday
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Wednesday
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Thursday
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Friday

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



Saturday
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



Sunday
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Does the opportunity take place in school holidays?


 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Does the opportunity take place in term-time?

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No


Insurance 
Please tick to confirm that you have Public Liability Insurance that will cover your volunteers  FORMCHECKBOX 
 (We cannot advertise opportunities without this)
Induction and Training Options

 FORMCHECKBOX 
 ‘Taster’ session available for this opportunity

 FORMCHECKBOX 
 Start up induction/training provided

 FORMCHECKBOX 
 Ongoing training offered

 FORMCHECKBOX 
 Ongoing volunteer support offered

Details of induction/training (Max 35 words):
Disabled Access
 FORMCHECKBOX 
 This opportunity has disabled access and disabled toilets
Expenses
 FORMCHECKBOX 
 Travel / other expenses will be paid for this opportunity
 FORMCHECKBOX 
 Child Care expenses will be paid for this opportunity

If yes, please provide details including frequency (e.g. paid daily, weekly etc):

Selection Procedure

What selection method(s) will be used for prospective volunteers?
 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Induction/training                         FORMCHECKBOX 
 References

 FORMCHECKBOX 
 Informal chat

 FORMCHECKBOX 
 Trial Period

                      FORMCHECKBOX 
 Interview


Other(s): 

Legal Compliance

Under the Protection of Children (Scotland) Act 2003, a list is maintained of people who are disqualified from working with children (a person under the age of 18). The Act covers both employed persons and volunteers. 

All organisations that work with children, including volunteer organisations, will commit an offence and be liable for prosecution if they do not comply with this legislation. Access to this list will only be available through the Disclosure process, thereby making registration for police checks on new staff and volunteers mandatory.         
 FORMCHECKBOX 
 Volunteers for this opportunity will be disclosure checked before commencing volunteering

 FORMCHECKBOX 
 This role does not involve working with children

Funding Details
Who funds this volunteer opportunity?  

 FORMCHECKBOX 
 Business Sector
 FORMCHECKBOX 
 European Money
 FORMCHECKBOX 
 Scottish Government


 FORMCHECKBOX 
 Health Board Trusts
 FORMCHECKBOX 
 Local Council 

 FORMCHECKBOX 
 UK Government 
 FORMCHECKBOX 
 Charitable Trusts
 FORMCHECKBOX 
 Local Enterprise Trust
 FORMCHECKBOX 
 Lottery Boards
 FORMCHECKBOX 
 Communities Scotland



Other (please describe): 

Your recruitment process.

Any enquirers about this opportunity should expect a response from your organisation within:

 FORMCHECKBOX 
 1-3 days 

 FORMCHECKBOX 
 4-7 days 

 FORMCHECKBOX 
 8-14 days 

After contact with your organisation suitable potential volunteers can expect to start volunteering with your organisation within:

 FORMCHECKBOX 
 1 week

 FORMCHECKBOX 
 2 weeks

 FORMCHECKBOX 
  3-4 weeks
 FORMCHECKBOX 
  5-12 weeks  

 FORMCHECKBOX 
 12 weeks plus

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 Volunteer Centre Edinburgh Statement of Values. I am authorised to sign this on behalf of my organisation.  


Name: 







Position in Organisation: 



Signature: 






Date: 





Thank you for completing the form. Please keep a copy for your own records.
If you have completed this form on-screen you must save it to a different location (e.g. Desktop) before attempting to email back the Volunteer Centre.

Or post the form to:

Volunteer Centre Edinburgh
45 Queensferry Street Lane
Edinburgh
EH2 4PF[image: image1.emf] 
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Comas





Fun Fundraising Team





Entrepreneurial  Spirit? Logistics Whizz? Party Animal?  Comas is looking for a team of people who like organising events, and activities which will attract attention and money to our organisation.  We are a small community development charity helping people to create their own solutions.





Creative fundraising is a challenge for small organisations but it is essential to our survival and our ability to do good work for social change (see www.comas.org.uk). Comas is looking to establish a small team of volunteer fundraisers who will bring ideas and energy to developing fundraising activities which will help us to raise funds.


The team will meet once a month for 2 hours to plan fundraising events and activities. Between meetings, the team will stage the events and activities, with each team member contributing to the team task. 


You will gain experience in:


Events Management | Sponsored Activities | Team Work | Leadership | Communications & PR | administration | the inside track on how fundraising works


You will bring:


A regular commitment (approx. 3 hours / week but will vary according to programme of events and activities)


Enthusiasm, good personal skills and confidence to contribute to team work





The monthly meeting will take place in Comas office (currently Abbeyhill but moving to Holyrood in the new year) and fundraising activities will take place in and around Edinburgh.


Public transport costs incurred while volunteering will be reimbursed.





ADMINISTRATION SECTION 


(For completion by 


Volunteer Centre Edinburgh only)


Organisation registered:


Contact name supplied:


Insurance: 


Minimum age specified:


Legal compliance:








EH7 5DL





Ruth Campbell





Chief Executive





0131 623 4424





ruth@comas.org.uk





























5+





Volunteers in this role need to be confident to meet the public.


Volunteers in this role must be comfortable with taking responsibility for specific tasks as an individual contributing to a team effort.


Volunteers in this role will need to be reliable – once we have committed to a fundraising event we cannot afford to lose the money we have already invested.




















Approx 3 hours / week depending on events/activities organised. Times will be flexible, but it is likely that some fundraising events and activities will take place during evenings and weekends.


Monthly meeting of 3 hours will be held on the evening of the last Tuesday of the month.





























Volunteers will gain a full induction on the Comas work they are fundraising for.


The fundraising team will engage in regular learning sessions on successful fundraising tools, techniques and activities.





Travel expenses can be reimbursed on the day.





The application form is available for download at � HYPERLINK "http://www.comas.org.uk" �www.comas.org.uk� 


See Our Team tab at the top right of the home page.





Self-generated funds from fundraising





Ruth Campbell





Chief Officer





�





18 November 2011





Tel: 0131 225 0630�Fax: 0131 225 0631�E-mail: � HYPERLINK "mailto:admin@volunteeredinburgh.org.uk" ��admin@volunteeredinburgh.org.uk��Web: � HYPERLINK "http://www.volunteeredinburgh.org.uk" ��www.volunteeredinburgh.org.uk� 
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