Volunteering Canterbury

Registration Kit  for not-for-profit organisations and projects 
which involve volunteers
Since 1988, Volunteering Canterbury (VolCan) has been referring volunteers to available voluntary work of all types, and providing information and training on all aspects of volunteering.

Voluntary work is done of one’s own free will, unpaid, for the common good.

Aroha ki te takata a rohe.

As a member your organisation receives a comprehensive service, which includes:

· free referral of potential volunteers (including groups of Employee Volunteers)
· free information and consultancy on involving and supporting volunteers through our regular newsletter, our website, and personal contact

· access to relevant training and support (workshop costs are lower for VolCan members)
· free access to Volunteer Co-ordinators’ Network, N-f-p Managers’ Peer Support Group, and Chairs’ Peer Group
We expect member organisations will:

· budget funds for volunteer expenses and recognition

· provide ongoing supervision for volunteers                 
  

· provide ongoing access to support and training for volunteers

· provide Role Descriptions for all workers

· not place volunteers in work which should be paid, or has been paid in the last six months

· implement policies and procedures to ensure the safety of volunteers and the organisation, including:

Health and Safety

Privacy

Conditions of engagement of volunteers and paid staff

Finance

· not pay volunteers money, apart from reimbursement of actual expenses incurred e.g. mileage, bus fares etc.  (Such payment can confuse a volunteer’s status by implying that the work which they do is low waged rather than voluntary in nature)

· not discriminate on the basis of race, gender, disability, sexual orientation, marital status, age or religion

· not put pressure on volunteers to adopt any particular belief system.

Annual Subscription:

The annual subscription is set at the Volunteering Canterbury Annual General Meeting.  The financial year ends on the 31st March.  Fees paid by new members within three months of the end of the financial year are carried over to the end of the following financial year.

Volunteering Canterbury is GST registered, and our fees are GST inclusive.

$ 55.00 per year for Agency Members whose gross annual income during the previous financial year did not exceed $100,000

$ 80.00 per year for Agency Members whose gross annual income during the previous financial year exceeded $100,000

$125.00 per year for Associate Members (Government departments, units or programmes which directly involve volunteers and support the objectives of Volunteering Canterbury). 

If payment of the fee would cause hardship to your organisation, please apply in writing for the fee to be waived.  An invoice for the subscription follows the Registration Application form.
Volunteering Canterbury
Referral Service flowchart
Organisation or project registers with Volunteering Canterbury and sends us detailed role descriptions

We enter Role Descriptions on our computer database

Role descriptions advertised in the books at our office, on our website, and in the media

Potential volunteer discusses possibilities with us or registers on our website and searches our online database

Suitable positions are considered and a selection made
(Note: if this is done online our staff may not have spoken to the volunteer, and no initial screening may have been done)


Volunteer makes appointment with organisation

Organisation interviews volunteer

A final decision as to whether the position is suitable for the volunteer is made by the volunteer and the organisation

Organisation advises Volunteering Canterbury of result of referral and whether position is still available
To register your positions with our Referral Service:
1. Clarify how volunteers can be involved in your organisation or project.  Phone us if you would like to discuss this.
2. Complete a separate role description for each volunteer position (the form for this is available on our website).  Let us know if you would like one of our staff to assist you with this.  Fill the role description in as comprehensively as you can, making it sound as attractive as possible.  The position title is important – it needs to catch the attention of possible volunteers.  

3. If a potential volunteer does contact you please respond promptly.   
4. Please advise us immediately when positions are filled.  It is embarrassing for both of us if we refer volunteers to positions which are no longer available.

There is no limit to the number of role descriptions you can have on file at Volunteering Canterbury.  When you have sufficient volunteers please let us know and we will make your position unavailable until you advise us that you again require volunteers.

Volunteering Canterbury
Application for Membership
You need to print out this form, then complete and post it to us with your subscription payment.  Please tick where appropriate.  

If you have questions please contact our Manager, Ruth Gardner
phone 03 366 2442 or e-mail mgr@volcan.org.nz.
1.
Name of Organisation: ………………………………………………………

2.
Physical Address: ……………………………………………………………..

……………………………………………………………………………………….

……………………………………………………………………………………….
3.
Postal Address: ………………………………………………………………..

…………………………………………………………………………………….…

…………………………………………………………………………………….…
4.
Telephone number/s: ……………………………………………………….
5.
E-mail address: ………………………………………………………………..
6. 
Website: ………………………………………………….………………………
7.
What is the legal status of your organisation?:




Incorporated Society:
(





Charitable Trust:
(





Other (please specify)
(
……….….……………



Registered Charity no. (if applicable) .……….…..
8.
When did your organisation start operating? ……………………….
9.
What is the mission statement of your organisation or project?

………………………………………………………………………….…………..


……………………………………………………………………….……………..


………………………………………………………………………….…………..

10.
Briefly outline the services you provide: ……….……………………


………………………………………………………………………….…………..


…………………………………………………………………….………………..
…………………………………………………………………….………………..
11.       Please tick the category that best fits your organisation (please specify one only)
· Arts/Culture/Heritage

· Conservation/Environment

· Education
· Emergency Services

· Health

· Social Services

· Sport/Recreation

· Youth/Children

12.
Please provide contact details for your Volunteer Coordinator or person responsible for volunteer administration and support in your organisation:







Name:  …………………………………………………………………………..


Position in organisation:  .………………………………………………..


Telephone:  ……………………………………………………………………


Mobile:  …………………………………………….………………………….


E-mail:  …………………………………………………………………………

Times available:  …………………………………………………………..

……………………………………………………………………………………

13. 
ORGANISATION RELEASE


We understand that:

a) Volunteering Canterbury will refer potential volunteers to us on the basis of information which we have provided.

b) The evaluation, acceptance or rejection, training, placing and ongoing support of all volunteers within our organisation is the responsibility of our organisation.

c) In signing this statement, we accept responsibility for any eventualities which may arise in connection with any volunteer involved in our organisation.  We hereby release Volunteering Canterbury from any claim, liability or demand which may arise as a result of actions or failure to act on the part of any volunteer.

Signed  ………………………………………………………………………….

Name (please print)  .……………………………………………………..

For (Organisation Name)  ……………………………………………….

Position in Organisation  …………………………………………………

Date  ……/……/……
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Volunteering Canterbury

INVOICE

SUBSCRIPTION

   FOR PERIOD 1/4/2012 - 31/3/2013
Please send your payment to:

Volunteering Canterbury, Box 13-698, CHRISTCHURCH 8141

TAX INVOICE

GST no. 55-079-358

Subscription enclosed from: ______________________________

(Please tick which applies) 

( $55 per year for Agency Members whose gross annual income during the previous financial year did not exceed $100,000

( $80 per year for per year for Agency Members whose gross annual  income during the previous financial year exceeded $100,000

( $125 per year for Associate Members (Government departments, units or programmes which directly involve volunteers and support the objectives of Volunteering Canterbury). 

Should you wish to pay by direct credit, our account details are:

Westpac, Canterbury Centre – Account no. 03  1592  0060852  00

Please advise us by e-mail (vc@volcan.org.nz) of the date and amount of direct credit.

If payment of this subscription would cause hardship to your organisation please contact our Manager.


Mgr/Data/VC Procedures/Registration Kit August 2011
VOLUNTEERING CANTERBURY

DESCRIPTION OF VOLUNTEER POSITION
N.B. You need to be an organisational member of Volunteering Canterbury before you can list a position with us.

NAME OF ORGANISATION:







     

CONTACT PERSON:



        TELEPHONE NO:  

TIMES YOU ARE AVAILABLE:

PERMISSION GIVEN FOR THIS POSITION TO BE PROMOTED ON THE INTERNET     Yes/No
(some Volunteers may then be referred with NO initial screening)
TITLE OF VOLUNTEER POSITION:

SUBURB/AREA THE TASKS WILL BE PERFORMED IN:

CAN THESE TASKS BE DONE OUTSIDE BUSINESS HOURS?:  Yes/No
WILL VOLUNTEER EXPENSES BE REIMBURSED 


For Mileage?
      Yes/No









For Bus Fares?    Yes/No
TASKS TO BE DONE:  (As much information as possible please)

TIME AND PLACE OF WORK:  (Minimum Commitment Required)

TRAINING COMMITMENT: (Hours, Venue)
  OTHER COMMENTS OR SPECIFIC REQUIREMENTS: (e.g. standard of English required)

DETAILS THAT WILL HELP TO ATTRACT VOLUNTEERS:

Volunteering Canterbury 


Box 13-698

Christchurch 8141


Phone: 03  366-2442
Or  0800 865 268

e-mail vc@volcan.org.nz 




PLEASE BE SURE TO SEND US:





This Application form (two pages)


Payment of your annual subscription


Your Constitution (not required if registered charity)


Your most recent Annual Report (not required if registered charity)


Role description forms, completed in as much detail as possible.





These papers should be sent to:


			Volunteering Canterbury


			Box 13-698


			CHRISTCHURCH 8141








Volunteering Canterbury Use Only





Checked by staff member 	 Initials ____  Date  __________





Category 1 ____	Category 2 ____





Input by			Initials ____  Date  __________





POS’N  NO.		__________	








DEFINITION OF VOLUNTEERING





Voluntary work is done of one’s own free will, unpaid, for the common good


Aroha ki te Takata a Rohe
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