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Volun-tees – Organisation Guide

Purpose

This document provides guidance to organisations wishing to use Volun-tees in order to promote their volunteering or training opportunities. It explains how to register on the site, how to add opportunities and how to manage the information once it is loaded. An explanation of what happens at each stage of the process is also given.  If at any time you have any questions regarding the system, please feel free to contact Jayne Villiers, Volunteer Co-ordinator, Tel: 01642 384280, email volunteering@tees.ac.uk.
Registration

Please note registration on Volun-tees is completely FREE.  Our aim is to help promote the volunteering and training opportunities for your organisation.  In addition, we can also promote any events, such as Open Days, Fundraising activities etc that you may hold.  To do this log onto www.Voluntees.co.uk. On the Home page click on either the  ‘Register Here’ from the menu on the right of the screen:
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The system will now ask you to register as an Organisation. 
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Points to note:

· The username and password you create will be confirmed by email so please ensure the email address is accurate.

· If your organisation does not have a website, providing some details in the “Other information about your organisation” box enables us to understand what you do.

Click on the “Save” button when the form is complete. 
A screen will appear to confirm your registration and to let you know that an email will be sent to you to proceed with your registration. 
The following email will be sent to the email address you have provided.
Dear ##NAME##

Your registration is now complete.

Your email is: ##EMAIL##

Your passsword is: ##PASSWORD##

We have a duty of care towards our volunteers which will transfer to you once an individual is placed with your organisation. We will need to see evidence of your volunteering policies before we are able to promote your opportunities through Volun-tees. 

We need to approve your organisation (subject to your policy situation). While this is happening you may start using Volun-tees to add any opportunities you have suitable for our volunteers or any training sessions you would like to advertise to our students and staff.

A form will be sent to you on which you can indicate which policies you have in place. Please complete and return the form and any copies of policies and procedures (these may be sent electronically) to:

volunteering@tees.ac.uk

Jayne Villiers, Volunteer Co-ordinator, Student Services, Teesside University, Middlesbrough, TS1 3BA

If you have any queries regarding this mail or your involvement with Volun-tees please contact us by e-mail at volunteering@tees.ac.uk

Or you can telephone our office on 01642 384280

Kind regards

Jayne Villiers 

As the email explains, evidence of policies regarding volunteers is required to be in place before your opportunities can be advertised to volunteers.  Below is a sample of the policies form.
Teesside University
Organisation policies & procedures

Organisation Name ____________________________

* Please indicate  Yes or  No

	Document
	*Policy exists?
	*Enclosed?
	Office Use
	Document
	*Policy exists?
	*Enclosed?
	Office Use

	Confidentiality Policy
	
	
	
	Equal Opportunities Policy
	
	
	

	Volunteer Expenses Policy
	
	
	
	Grievance Procedure
	
	
	

	Volunteer Policy
	
	
	
	Complaints Procedure
	
	
	

	Health and Safety Policy**
	
	
	
	Disciplinary Procedure
	
	
	

	Evaluation & Feedback Procedure
	
	
	
	Evidence of training
	
	
	

	Evidence of Risk Assessment
	
	
	
	Evidence of induction
	
	
	

	Public Liability Insurance Policy/Certificate
	
	
	
	Child Protection/

Vulnerable Adult Policy
	
	
	


** We require all environments that volunteers are working in to comply with the Health and Safety at Work Act of 1974.

Declaration and agreement

I, on behalf of ……………..………..  (organisation name), can confirm that our organisation complies with the Health and Safety at Work Act of 1974.  Our organisation will do its best to support the rights of volunteers and accepts the duty of care towards these individuals while engaged in activities on our premises. We will adopt the appropriate policies when working with University of Teesside volunteers and will communicate any change of circumstance or problems to the University of Teesside Volunteer Co-ordinator.  We will maintain open communication with both the volunteer and University of Teesside throughout the life of any project and will keep records of volunteers recruited and respond to requests for feedback so that progress may be monitored. We will provide training and induction of volunteers as necessary. We will report any accident involving University of Teesside volunteers immediately to the University Volunteer Co-ordinator.

I can confirm that all information given is correct to the best of my knowledge at this time.

Signed
__________________                 Date _____________________

Approval
Within a few days of registering your organisation on Volun-tees, your application will be approved by the site administrators.  You should receive a confirmation email entitled “Welcome to Volun-tees – Approval” 

Dear Jayne,

We are delighted to inform you that Teesside University has been approved as a registered user of Volun-tees.

Your email for Volun-tees is: j.d.villiers@tees.ac.uk
Your password is: *********
Login now to Volun-tees at: www.Voluntees.co.uk
As an organisation you will be able to amend your details and add or edit opportunities for volunteers. Please ensure that you send any relevant policies and procedures for your organisation to Volun-tees, and return the declaration form as soon as possible if you have not already done so. We will not be able to send you volunteers until this documentation has been received. You will be contacted by us once volunteers have applied for your opportunities. At all times we will endeavour to provide you with suitable volunteers for your requirements and will contact you to discuss any queries we may have.

If you have any problems using or accessing the site, or any questions regarding your involvement please contact us by e-mail at the following address:

volunteering@tees.ac.uk
Or you can telephone our office on 01642 384280

Kind regards

Jayne Villiers

Receipt of the above email confirms that your username and password has been activated and you can begin adding your organisation’s opportunities to the site (if you try and log onto Volun-tees before you receive the email you will get an “Invalid Login” message.
Don’t forget to return the form and evidence of your organisations policies! 
Organisation Homepage
As soon as the username and password for your organisation has been activated, you can log on Volunteers as a registered user to access the Organisation Homepage:
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The various functions available to organisations are as follows:

Edit Login – change password details
Edit Profile – change information about your organisation

Add Opportunity – create a new opportunity

Current Opportunity – view/amend current opportunities promoted

Past Opportunities – information regarding opportunities which are no longer available.  These may be edited and re-opened. 

Add Training – create a new training opportunity

Current Training – view/amend current training opportunities promoted
Past Training – information regarding past opportunities which are no longer available.  These may be edited and re-opened.

This homepage also gives information regarding statistics for your organisation, including volunteers who are currently registered with you, or who are awaiting contact from you.  

Adding an Opportunity
Creating new opportunities on volunteers for volunteers to view and apply for is done via the Current Opportunities section on the Organisations Homepage. 

On the Current Opportunities page click the “Add Opportunity” button:
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On the Edit Details section, provide as much information as possible about the opportunity.  Please put ‘NA’ in any mandatory fields you do not wish to use.

When you have completed all the relevant sections, click “Save”.  A screen will appear to let you know your opportunities have been updated.  You can then click on Current Opportunities to view your organisations opportunities.
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Approval of Opportunities
Volun-tees administrators will check daily for new opportunities awaiting approval.  Each opportunity is checked for content, clarity, grammar, spelling and punctuation and to ensure it is appropriate.  If there are any queries, you will be contacted and any relevant changes made.  The opportunity is them approved and becomes visible on the site .  If your opportunity has not been approved within 1 week, please contact us on 01642 384280.

Recruiting Volunteers
Volunteers who are registered on Volun-tees can access current opportunities in two ways.  The Matched Opportunities page lists the opportunities matched to their skills, interests and/or availability.  The Opportunity Search page provides access to ALL the opportunities open on the site.  
Once a volunteer applies for an opportunity, the Volun-tees administrators will send you an email to let you know that they are interested in your opportunity, along with preferred contact details for the volunteer.  

Once the email is received it is the organisation’s responsibility to contact the volunteer and make arrangements to participate in the opportunity.  The process is then repeated for each additional volunteer.

Adding Training
Creating training opportunities on Volun-tees is done via the Current Training section on the Organisations Homepage.  

If you have any queries on the content of this guide or on Volun-tees in general, please contact us on 01642 384280 or by email to volunteering@tees.ac.uk






