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Dear

Thank you for enquiring about volunteering with Lancashire Global Education Centre.  We are always looking for volunteers to assist in a range of activities.  Enclosed you will find:

· A Volunteer Application Form

· An Equal Opportunities Monitoring Form

· Information about LGEC and the types of volunteer roles available

Please return your completed application form in the envelope provided and I will contact you if a suitable volunteering opportunity arises.  Please do not hesitate to contact me if you have any questions or need assistance completing the application form.

I look forward to receiving your application.

Yours sincerely,

Brian Johnson

Chief Executive

Welcome to Lancashire Global Education Centre
LGEC is a charity committed to working in areas of Development Education and Sustainable Community Development.  We work mainly with schools and community groups in Lancashire.  The following are examples of some possible volunteer roles:

Schools Work

· Visiting schools to promote Development Education resources and form new links with teachers and schools.

· Teaching assistance in Citizenship, Globalisation and Sustainable Development Education for schools developing linking projects

· Help with organising conference and other events

· Dealing with the press, media and promotion of schools activities

· Contribute to schools newsletter

Community Development Work 

· Organising community events – taking bookings, producing leaflets, publicity etc…

· Supporting project activities – community gardens, litter picks, driving, cooking, training, running workshops etc…   

· Assisting community groups access resources and information about funding, training and other services

· Dealing with the press, media and promotion of community activities

· Attending community meetings, minute taking and other administrative tasks

Organisational Development / LGEC Management Committee

· Financial management

· Personnel issues

· Developing new projects and writing funding bids 

· Research projects, questionnaires & surveys 
Library & Resources 

· Cataloguing library resources

· Inputting resources on to databases

· Promoting resources to community groups

Communications Volunteer

· Writing articles

· Co-ordinate the e-newsletter

· Help produce an e-newsletter

· Design leaflets

· Designing layout

· Researching content for newsletter

· Edit and design an annual report

Clerical Work

· Word Processing

· Photocopying 

· General administration tasks

· Staffing reception desk and dealing with calls

Fundraising & Publicity

· Making displays for volunteering fairs, events, conferences, seminars etc…

· Advertising and publicity 

· Liaising with media

· Organising events to promote LGEC and attract new members

Benefits of Volunteering
LGEC is committed to providing interesting and worthwhile volunteer jobs and we recognise that volunteers need something in return.  In volunteering with LGEC, you can:

· Learn new skills

· Become more involved in your community

· Meet new people

· Gain valuable experiences

· Share your skills and expertise to help other people 

It is important to us that as a volunteer, you are involved in the running of the organisation and encouraged to contribute to decision making and planning where possible.  

You can claim travel and out of pocket expenses incurred on LGEC business and will be able to borrow items from the library as a LGEC member.

Recruitment Procedure

When you have returned your application form, the Volunteer Co-ordinator will inform you if there are any volunteer jobs available that are suitable for your skills and interests.  A short meeting will be set up to meet you personally and discuss your role. All volunteers will receive an induction to the organisation and a Volunteer Handbook.  

Training & Supervision

All volunteers will receive appropriate supervision and regular appraisals to assess training and support needs.   Volunteers are subject to a probationary period of 3 months.  

Your Responsibilities

As with paid staff, you will be expected work at agreed times and complete time logs of hours worked.    

LGEC welcomes diversity and aims to encourage equality, respect and consideration for everyone we work with.  Staff and volunteers are expected to comply with this and other LGEC’s policies and procedures.  

Application for Voluntary Work/Work Experience

Thank you for your interest in Lancashire Global Education Centre.  In order that we may use your talents to the best advantage and give you the opportunity of work you would find satisfying please complete the following application and return it to:

LGEC, 37 St Peter’s Sq, Preston, PR1 7BX     Fax: 01772 888174      Email: lgec@lgec.org.uk 
Name ………………………………………………………   Date of Birth ……………………….

Address ………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………..…………………… Post Code .....……………………...  

Contact number ………………………………………

Email …………………………………………………..

	Please describe any skills you have, things you are particularly good at or areas you have an interest in. Where possible, try and link these with your preferred area of work.
	Please show your experience and qualifications in these areas.  (You can include examples of paid and unpaid work, hobbies and life experience)

	
	


Which area(s) of work would you be interested in?


Development Education in Schools 

Community Development Work 

LGEC Management Committee 

Library & Resources 

Communications and newsletters

Clerical Work 

Fundraising & Publicity

Research or Project Development

Other (please specify) …………………….

……………………………………………..…………………………………………………..

How many hours per week/month would you be able to commit yourself to volunteer work? 

……………………………………...……………………………………...………………………….

……………………………………...……………………………………...………………………….

What times would be most convenient for you? (please specify days)

Flexible ……………………………………...


Weekdays …………………………………..


Weekends …………………………………..

Mornings ……..……………………………..

Afternoons ...………………………………..


Evenings ……..……………………………..

How long do you anticipate you will be able to volunteer with LGEC?  Please give details of any future plans or commitments ………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………………………

Is there any particular experience you would like to gain from your work with LGEC? 

……………………………………………………………………………………………………………………………………………………………………………………………………………………

Can you describe why you are interested in volunteering for LGEC? ……………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………

Where did you hear about LGEC? ………………………………………………………………..

Please give names, addresses and phone numbers of two referees (not related to you)

Name ………………………………………..

Address ……………………………………..

………………………………………………..

Phone No …………………………………...

Name ………………………………………..

Address ……………………………………..

………………………………………………..

Phone No …………………………………...

Have you ever been convicted of a criminal offence?  If so, please give details and dates below: ………………………………………..………………………………………..……………...

………………………………………..………………………………………..………………………………………..………………………………………..………………………………………………

The information on this application form is, to the best of my knowledge accurate

Signed ………………………………………..
    Date ………………………………………..

Equal Opportunity Policy Statement & Monitoring Form

Lancashire Global Education Centre is an equal opportunities employer, and aims to apply fair and objective criteria to assess merit.  It aims to ensure that no volunteer applicant or employee will receive less favourable treatment on the grounds of race, gender, ethnic or national origins, nationality, colour, religion or creed, marital status, responsibility for dependants, age, sexual orientation, disability or class.  Selection criteria or procedures will be reviewed to ensure that individuals are selected, promoted and treated on the basis of relevant merits and abilities.

(In the case of disability, we recognise that our current premises are not suitable for many disabled people.  Within these limitations, we will do all that we can to ensure that disabled people will not receive unfavourable treatment).

LGEC is committed to a programme of action to make this policy effective and will bring it to the attention of all employees, volunteers and management committee members.
In the interests of monitoring our recruitment procedures we would be grateful if you could return this form to us.  We will separate this part of the form from the application form and it will not take any part in the selection process.

Tick as appropriate




         
Male


Female

How would you describe your ethnic origin?


White


Black-African

Black-Caribbean



Black-Other

Indian


Bangladeshi



Pakistani

Chinese

Other ……………………… (please specify)

Do you have a disability?



Yes


No

What age group do you belong to?



Under 25

25-35


35-50


Over 50

Thank you for your help

