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Welcome to Bristol SU’s
Volunteering Hub!

This is our online brokerage tool for you to promote your
organisation’s volunteering opportunities to students. We
hope you find it a useful tool to recruit and manage your
volunteers.

All Bristol SU, all students are able to register to apply for
your opportunities, and they have access to free DBS
checks and safeguarding training. When you register

opportunities with us we are also able to advertise them

in our fortnightly volunteering newsletter and via social
media.

This guide will take you through registering your
organisation and uploading opportunities to the website
in a clear step-by-step manner.

If you’ve finished the guide and still have questions, do
get in touch with us at
bristolsu-volunteering@bristol.ac.uk.
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I. Where to find the Volunteering Hub

%% Bristol SU B

About Us * What'sOn - Student Groups - Student Voice Academic Advice * Community Impact - Support Centre

Volunteer at Bristol Support for Volunteers Sustainability

How to Volunteer Information for Organisations Sustainability Information &

Volunteer R#gotMsgs and DBS Resources
Sustainability Champions
‘ Climate Anxiety
Climate Action Plan

How to Register orkanisations who are working to make a difference in

Volunteering Opportunities
Get Volunteering Updates
Student Led Projects

Tips for working with SQnisati joyed working with our

students

Frequently Asked
Questions

Find the
Volunteering
Hub herel

olsu.org.uk/community-impact/information-for-organisations

1.Head to the Bristol SU Website - bristolsu.org.uk
2.Find us under the ‘Community Impact’ tab
3.Select ‘Volunteering Opportunities’

Alternatively, go directly to the Hub via this link -
volunteering.bristolsu.org.uk



2. Sign in or create an account

Sign in (Students) Sign in (Organisations) SU Volunteering Website Opportunity Listings {2

& ign in or

Bristol SU Volunteering Hub
[ Create an

account

Find a local volunteering opportunity

Filter by skills you can gain

Able to develop a positive mindset Communicate confidently and appropriately in a range of settings
Develop and maintain healthy relationships Engage positively with global issues Engage positively with local communities
How to develop ideas and solve problems How to think creatively and innovatively Organise myself effectively Ready to adapt to changifMyag>
Recognise and value the views and differences of others Woaork well as part of a team
Type of velunteering F i _— - s 4 |
[Health and Social Care| . 'ﬁ Retail and Charity Shops ] Events and festivals
L — T -
- TH= i f . -
\ . | 4 B _{I Media and Marketing
> - L6 A
" =z Redl M
Fioursvallable A u F -I'I A Fanw ¥ Pt i ~a

1. Choose ‘Sign in (Organisations)’ at the top of the
page, this will take you to a page which looks like this.

2. Check your nominated > . \1/
email address for your ",‘\' Bristol SU
login details, which were )

provided in your Bristol SU Volunteering Hub

For community partners.

i n t rO d u Cto ry e m a i l. Haven't created an account? Register your crganisation here.

Organisation Name

3. If you’re yet to register

as an organisation, y%

can do that here.

=

n



3. View your organisation profile

Organisation Profile

Bristol SU One-Off Violunteering

CLICK HERE TO EDIT YOUR ORGANISATION BIO
ORGANISATION NAME

Bristol SU One-Off Volunteering
DEPARTMENT

ORGANISATION DESCRIPTION

& Bristol SU &/

Go To v

- p—

You can make
changes to
your
organisation
details here

We run a series of valunteering opportunities throughout the year with a range of community prajects in Bristol. Come aleng to gain

skills, meet others and make a difference!

WEBSITE

www.bristolsu.org.uk/skills-volunteering

CIC OR CHARITY MUMEBER
1139656

1. Once you’ve logged in,

click ‘Organisation

Profile’ to view the =
details about your —
organisation.

K HERE TO

JEPARTMENT

RGANISATION
Ve run a sérid
kills, meet of

2. You can make changesto *
your details by selecting
‘click here to edit your
organisation bio’.

This will take you to a page
which looks like this.

17 s Racedisu &

Bristel SU Qne-Off Volunteering

2

Click here to edit your organisation bio

b

Organisation Name

Bristal SU One-Off Volunteering

Department

Organisation Description

19 to gain

Wi run a series of valunt
projects in Bristo

eering opportunities throughout the year with a range of community

Come along to gain skills, meet others and make a differenca!

your logo

Select files to upload




4. Create a volunteering opportunity

Organisation Profile Go To v

(Exp'rred Iist'ings) (Rejected Listings + Create New Opportunity Your Opportunities B

T BT 1 _;’ | L e — View Live Opportunities
&% Bristol SU %% Bristol su} | .

e JHE i 13 | Volunteer Applications
FE - '_ - Nl t

| Feedback

Tree Planting Volunteering Charity Shop Velunteering: One-...
BRIEF OPPORTUNITY DESCRIPTION BRIEF OPPORTUNITY DESCRIPTION

Help improve the environment for Join us at this one-off volunteering
wildlife and the community during this afterncon at S5t Peter's Hospice's new

1. Select ‘Go To’ at the top of your homepage and choose
‘Your Opportunities’ from the drop-down menu
2. Click ‘Create New Opportunity’

B = mEr I I & IR T

3. Fillin the required details ;\ Frestetew Gpportunty
about the opportunity and
preSS ‘send opportunity " t(«::{l:g‘z ::::ESZ?::EI;SG”E'D volunteenng cpportunities throughout the year,

RTU
e  QOpportunity Title®

request’.

-~
::d Once you've submitted an opportunity. we will neview the: details and nolify you once if's been approved
-

9‘) Organisation Description

Area of Interest®

4, We’ll send you email Number of vl requied
letting you know that your
request has been submitted
and another once your
opportunity has been S

Chec ked Skills volunteers can gain® e
[}

Thiz is a shorl bil of information to grab students afiention when they're browsing al opporimilies.
250 characlers max




5. View your organisation’s live
volunteering opportunities

Organisation Profile Go To v

(Explred Ilstmgs) (REJected Listings + Create New Opportunity Search B
l

B 1stql SU

™

_A:_-'—-'

Tree Planting Volunteering Charity Shop Volunteering: One-...

1. Select ‘Go To’ at the top of your homepage and choose
‘Your Opportunities’ from the drop-down menu.

2. Choose ‘Live listings’ to view all the opportunities currently
available for student to apply for.

== Sl ey N s e SEN] Ty

5 Tree Planting Volunteering © ©

3. Click on the opportunity

to make changes to the \ L
details and press ‘send 5_a

opportu nity request’. m__ || R T

itk
| Opportunity Title*
tre
Tree Planting Volunteering

Area of Interest*

Envirenmental and Conservation =

Number of vols required*®

15

Brief opportunity description®
This is a short bit of infermation 10 grab students attention when they're browsing all opponunities

v
= ——




6. View and reupload expired

opportunities

Organisation Profile Go To v

Expired listings Rejected Listings + Create New Opportunity

£ Bristol sui
A B &

| :?%ﬁ-'arisiqlsui
st Ul

4 25

Garden Conservation Volunteeri... Garden Conservation Volunteeri... Garden Conservation Volunteeri...

1. Select ‘Go To’ at the top of your homepage and choose

‘Your Opportunities’ from the drop-down menu.

2. Choose ‘Expired listings’ to view old opportunities which

students can no longer view. g s ms——

3. Click on the opportunity
to amend the details and
press ‘send opportunity
request’.

4.You’ll be sent an email
confirming that the
opportunity is live.

=

Garden Conservation Volunteering: Dead hedge building for ... © © E_‘-’-il%

—

Once you've submitted an oppadtunity, we will review the details and notify you once i's been approved

Reference
Garden Conservation Volunteering: Dead hedge building for wildlife

Organisation Description

We aim to run a series of one-off volunteering opportunities throughout the year, Hlunt

covering a range of areas. N
dlife I
3 this

Opportunity Title* ayal F

Garden Conservation Volunteering: Dead hedge building for wildlife

Area of Interest*
Environmen tal and Conserva thon X

Number of vols required*

25

Brief opportunity description*

This s a sher bit of information 1o grab students attention when they're browsing all epportunities

JRTUR m Send opportunity requast
¥io

during this gardening actrvity’

il Bt Gardanc]




7. Amend a rejected opportunity request

Hi Bristol SU One-Off Volunteering,
Thank you for uploading your volunteering opportunity Test Opportunity.

Unfortunately, we are not able to approve this opportunity as this opportunity
requires more details.

1. If an opportunity has not been accepted, you will receive
an email explaining the action needed to take.

Organisation Profile Go To v
(Live Iistings) (Expired listir'-gs) Rejected Listings + Create New Opportunity Search B

.: .L'I‘ n. -_';'l-_‘

2. Select ‘Go To’ at the top of your homepage and choose
‘Your Opportunities’ from the drop-down menu.

E e L )

; Test Opportunity

3. Choose ‘Rejected Listings’ |

‘'ve submitied an apporiunity, we will review the detalls and notify you once it's been approved

and click on the opportunity | s

to m a ke a n a m e n d m e nt. Organisation Des.cription

M We aim to run a series of ane-off volunteering opportunities throughout the year,

Opportunity Title*

Test Opportunity

4. You will be sent an email
once your opportunity has
been checked.

Area of Interest*

Brief opportunity description™
This is a short bit of information to grab students attention when theyre brawsing all epportunities

Edit Extension Send opportunity reguest

9.



8. How students view and apply for
opportunities

Organisation Profile Go To

Signin (Students) Signin [Organisatior Your Opportunities te Opportunity Listings (7}

View Live Opportunities

Velunteer Applications

Bristol SU Volunteering Hub

Find a local volunteering opportunity

Filber by skills you can gain

Able ie dovelop a pesithve mindset  Communic ate confidenth y and appe eopriately in arange of sotil negs Confident in using digital tocls
Develop and maintsin healthy relaticnshi ps  Engage pasitively wi ithi global Issues Engage positively with local communities How to analyse and present data
Hivey to divirlop ideas and eoheé problems Hiwr B Ehink creatively and nnova Tty Organise rmysell elfeclively Ready 10 adapl to changing and challenging emvironmenls.
Recognise and value the views and dilferences of cthers Work well 23 part of & team
Type of velunieering
Haalth and Social Cang | | Disability Health and Social Cang | | Disability Enviranmenial and Congen ion
Ervirgnmental and Consarva tion {Eldells' Care || Arts and Culbwre
-
Elderly Care
Hours Available L ® ¢ %
ha
Chand-s
Meighbourhood Association
i ki ater life iahiti a1 i Fe
ron— Lighting up later life Lighting up later life

1. Select ‘Go To’ at the top of your homepage and choose
‘View Live Opportunities’ from the drop-down menu.

2. Opportunities can be filtered by:
e Skills students want to gain

Type of volunteering sector
Total hours available to volunteer

Organisation name

Whether the opportunity requires a DBS check

10.



8. How students view and apply for
opportunities cont.

' ; -l
g{ Retail and Charity Shcps]

"+ & & 3.Click ‘Find Out More’ to read further
o - details about an opportunity.

4. When a student clicks ‘Apply Here’,

Charity Shop | their details will be shared with your

Volunteering: One-off

taster session organisation via email. This may include
Join us at this one-off volunteering an Optional Suppo rting Statement from

afternoon at 5t Peter’s Hospice’s new

Superstore! the StUdent.

Whether you'd like to test out
volunteering in a St Peter’s charity
shop, or just looking for a fun afternoon

activity, all are welcome. Signin (Students)  Signin (Organisations)  SUVolunteering Website — Opportus

Bristol SU Volunteering Hub

Bristol 5U One-Off Volunteering
Opportunity Details

End Date
20/3/2024

Find Out More

Charity Shop Volunteering: One-off taster session

Organisation Opportunity Virtual/In Person
3l SU Gne-Off Volunteering Charity Shop Volunteering: One-off taster session
Start/End Dates Possible Volunteering Days Ongoing/One Off
Minmum Commitment Location Hours Available
Rd, Clifton, Bristol B58 1EH DL

DBS Check Required?

No

Apply Here

11.



0. Contact student volunteers about an
opportunity

Hi Bristol SU One-Off Volunteering,

A student has expressed interest in your volunteering opportunity: Charity Shop
Volunteering: One-off taster session

Student Details:

Full Name: Test Volunteer

Contact Email: thisisatest@bristol.ac.uk
To view volunteer applications:

* Sign in to the Volunteering Hub

1. When a student applies for an opportunity, their details will
be shared with your organisation via email.

2. This may include an optional supporting statement from the
student.

To view the supporting statement:
e Click ‘Go To’ at the top of the page and select ‘Volunteer
Applications’ from the drop-down menu.
e Click ‘View application’, to see further details from the
student.

Org 1 Prof L]
Your Opportunities
View Live Opportuniti
2 Full Mame K volunteer Cont  Volunteer Application:
plication abl2345 - Charity Shop Volunteering: One-off taster session Test Opportunity thisisatest@br, Feedback
application ab12345 - Charity Shop Volunteering: One-off taster session Test Opportunity thisisatest@bristol.ac.uk Charity
plication ab12345- Charity Shop Volunteering: One-off taster session Test Opportunity thisisatest@bristol.ac.uk Charity

12,



0. Contact student volunteers about an
opportunity cont.

Hi Bristol SU One-Off Volunteering,

A student has expressed interest in your volunteering opportunity: Charity Shop
Volunteering: One-off taster session

Student Details:

Full Name: Test Volunteer

Contact Email: thisisatest@bristol.ac.uk
To view volunteer applications:

* Sign in to the Volunteering Hub

3. We recommend contacting students about the opportunity as
soon as possible.

4. Please confirm that you have contacted students on the
Volunteering Hub
e Click ‘Go To’ at the top of the page and select ‘Volunteer
Applications’ from the drop-down menu.
e Tick ‘I have contacted this applicant’, once you have done
SO.

isation Profile  Go To v/ Bristol SU One-Off Volunteering JIB4
Your Opportunities Search B

View Live Opportunities
F

Ji volunteer Cont  Volunteer Applications ¥ I have contacted this applicant

Feedback : - -
- olunteering: One-off taster session

thisisatest@:

Charity Shop Violunteering: One-off taster session

thisisatest@bristol.ac.uk

thisisatest@bristol.ac.uk Charity Shop Volunteering: One-off taster session

13.



10. View all volunteer applications

$% Bristol SU

IF Sort 4, Downioad

I Application 2 Full Name
cation  ab12345 - Charity Shop Volunteering: One-off taster session Test Volunteer
ew application ab12345 - charity Shop Volunteering: One-off taster session Test Volunteer
View application ab12345 - Charity Shop Velunteering: One-off taster session Test Volunteer

n Prof
Your Opportunities
View Live Opportunities
J& volunteer Cont  Volunteer Applications ¥
thisisatest@ Feedback olunteerin

thisisatest@bristol.ac.uk  charity shop volunteerin

thisisatest@bristol.ac.uk  charity shop Voluntesrin

1. Select ‘Go To’ at the top of your homepage and choose
‘Volunteer Applications’ from the drop-down menu.
e the most recent application will show at the top of the page

2. Once you have contacted a student about an opportunity,

please tick ‘I have contacted this applicant’.

3. When a student has started volunteering, please tick

‘Student has volunteered’.

Organisation Profile Go To W

Your Opportunities
View Live Opportunities
J Volunteer Contact Em  Volunteer Applications have contacted this applicant

Feedback

thisisatest@brist

thisisatest@bristol.ac.uk

thisisatest@bristol.ac.uk

CETED

Student has volunteered

14.



I1. Provide Feedback

When you register with us, we’ll ask you to sign our Service

Level Agreement. One requirement is that we ask all
organisations to provide monthly feedback.

This helps us to collect useful data on student volunteering,
but we also want to hear about your experience partnering

with the Bristol SU.

You’ll receive a monthly email reminder from us, which looks

like this

Hi Bristol SU One-Off Volunteering,
Thank you for uploading your volunteering opportunities on the Volunteering Hub.

Please could you feed back on the numbers of students that have volunteered with
Bristol SU One-Off Volunteering in the past month. If you haven't had any students
volunteer with you, please submit zero hours.

To submit feedback:

* Sign in to the Volunteering Hub

1. Select ‘Go To’ at the top of your homepage and choose
‘Feedback’ from the drop-down menu.

COrganisation Profile Go To v

. Your Opportunities

View Live Opportunities

-};:“0 BFiStOl SU Volunteer Applications

Feedback

Organisation Feedback Form

Even if you haven't had student volunteers this month, please submit zero hours.

15.



11. Provide Feedback cont.

You’re only required to

complete the questions with a
red asterix, but all feedback

your provide helps us to
Improve our service.

We’ll ask for data on the

$% Bristol SU

Organisation Feedback Form

Even if you haven't had student volunteers this month, please submit zere

Month

We are asking for feedback for the month displayed belove. Only the questio
required

March

Organisation

students that have volunteered
with you in the past month (as
shown on this list).

We’ll also ask for data on any
other student that has
volunteered with you, without
using the Volunteering Hub.

How easy did you find listing your opportunities on our system?

Please use this space to share any feedback on partnering with Bristol SU
Volunteering

-

Please use this space to tell us any great stories about your student volunteers

Would you recommend partnering with Bristol SU Volunteering?

Bristol SU One-Off Volunteering

Past Month Volunteers

If this number doesn't seem accurate, head to the "Volunteer Applications' pz

volunteened with you. Still doesn't seem right? Send us a message at bristol

ab12345

ab1234s

ab12345

abl2345

ab12345

- Charity Shop Volunteering: One-off taster session

- Charity Shop Volunteering: One-off taster session

- Charity Shop Volunteering: One-off taster session

- Charity Shop Volunteering: One-off taster session

- Charity Shop Volunteering: One-off taster session

We’d really appreciate any
other feedback you’re able

to give.

This helps us to improve
the user experience of the
Volunteering Hub and
champion positive

volunteer stories.

16.



Thank you for partnering with
Bristol SU!

If you’ve finished the guide and still have questions, do
get in touch with us at
bristolsu-volunteering@bristol.ac.uk.



