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REGISTERING A VOLUNTEERING OPPORTUNITY 

INFORMATION AND GUIDANCE 

About Us

Project V and Active Student are established volunteering services at the Universities of Sussex and Brighton respectively. We aim to establish links with local community, voluntary and statutory organisations that will provide rewarding, safe and supported volunteering opportunities for our students. 

Project V (University of Sussex) and Active Student (University of Brighton) work in partnership. This means that you only have to fill in one set of forms to register with both Universities. 

WHY REGISTER WITH US?

By registering with Project V and Active Student:

· We will provide an effective matching, support and advice service to enable our students to understand a range of volunteering issues, and will support them in making a valued contribution to your organisation.  

· You will be assured promotional space for your organisation within the Universities.  We will publicise your volunteering opportunity in a variety of ways, including via our websites, through our advice service, on noticeboards and through targeted e-mails to relevant departments. 

It is important to note however, that many opportunities are open to students and we cannot guarantee volunteers for your organisation.

PLACEMENT VISITS

We need to ensure that the volunteers are supported, valued and kept safe in your organisation.  Once a student is interested in volunteering with you, we will arrange to meet up with you for half an hour.  At this informal meeting we will go through our Service Level Agreement so that expectations between both services are clear, review the Placement Checklist and discuss way in which we can work together.

WHAT NEXT?

Complete the Volunteering Opportunity Form (using the following guidance notes to help you - if you are unclear about any sections, please feel free to contact us); the Placement Checklist and the Service Level Agreement
Send/E-mail the completed forms to Project V, Falmer House, University of Sussex, Brighton BN1 9QF projectv@sussex.ac.uk.  We will process your forms, share the information with Active Student and you will be contacted to arrange the placement visit (as described above) as soon as a student expresses interest in your opportunity.  
GUIDANCE NOTES FOR FILLING IN THE VOLUNTEERING OPPORTUNITY FORM

The Volunteering role:  Please provide as much detail as you possibly can about the types of activities and responsibilities that the volunteer will undertake.  Please note that we do not advertise any previously paid roles or internships.

Particular requirements:  Please let us know if the volunteer needs to have any specific skills or if you would like to recruit from any specific degree programmes e.g. law, psychology etc.  These requirements must be essential criteria to the post in order to avoid discrimination or bias.

Training: Some volunteering opportunities require specific training to enable volunteers to carry out their role safely and appropriately. Please be as detailed as possible which training courses volunteers will have to attend.
Criminal Record Checks: We do not screen our students through the Criminal Records Bureau as we consider that community and voluntary organisations are in the best position to decide whether CRB checks are necessary.  Therefore, if your organisation does need volunteers to have CRB checks it will be your responsibility to carry them out.  We will inform students of whether your organisation requires a CRB check, and act as a point of referral for a student if their CRB check is not satisfactory. 

Recruitment Procedure:  This section should let students know what to expect once their contact details have been passed on to you.  Please let us know if you have an application form, interview potential volunteers etc

Recruitment Times: Please make it clear if your organisation has a recruitment schedule – i.e. if you only recruit once a year, or at specific times.  This information will allow us to advertise your opportunities at the right time, and will help us to match students to the right placement.

Time Commitment:  Please be as specific as possible and clear as to the level of commitment you expect from students.  Please bear in mind that students do not always spend the whole year in the City.  A lot of students go home for vacation. Students have a variety of demands on their time, often combining academic work with part-time employment.  It is therefore helpful to make your volunteering opportunities as flexible as possible, and if there is a rigid time commitment to be clear about this from the start. The maximum of time commitment is one day per week. We will not advertise any opportunities that exceed one day per week during term-time. 

Send the completed form to Project V, Falmer House, University of Sussex, BN1 9RF or e-mail your form to projectv@sussex.ac.uk 

AND FINALLY….

Maintaining effective communication is key to us developing and maintaining a good working relationship.  If things change in your organisation or with the volunteering opportunity e.g. staff change, you stop recruiting volunteers, please let us know. We very much welcome your comments; if you feel we could be doing anything better please let us know. THANK YOU.
