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This booklet includes:

e Creating your organisation’s profile on VOLUNTEER.bm
e Adding volunteer activities




Creating your Nonprofit Profile

As a member of The Centre on Philanthropy, you are able to create a profile for your nonprofit or charitable

organisation in order to recruit and manage your volunteers.

Step 1: Getting Started

Go to www.VOLUNTEER.bm and click on ‘Register now’ under “Organisations”

© \voLunTEER.bm

The Centre on Philanthropy | 236-7706 or info@centreonphilanthropy.org

ONT

Everyone can lend a hand

B\

Sponsors

RenaissancoRe>

» How would you like to search for
volunteer opportunities?

The type of task involved

The focus of the organisation

How often you would like to volunteer

ng you would like to volunteer

When are you generally available to volunteer
Other factors, such as transit. age. and groups

v

How would you like to search for
volunteer organisations?

The focus of the organisation
The location of the organisation
List all organisations

>

v

Volunteers
Can't find anything of interest today?

SIGN UP and we will contact you when we find
opportunities that match your profile.

Register Now!

Eshare | Bl # S

Organisations
Are you looking for Volunteers?

Register with us and once your profile has been

approved, you will be able to advertise your volunteer

opportunities here.

Register Now!
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Home | Contact | Login

Short on Time?

Try one of these with a minimum
commitment of only one day.

Bermuda SPCA
Events - Events volunteers

PALS

Memorial Christmas Trees - Memorial
Christmas Trees assistants
06/1272011

Bermuda Half Marathon Derby
General assistance

~



http://www.volunteer.bm/

Join VOLUNTEER.bm

Organization Information

Organization Nams: *

Provide all the necessary details (indicated by *)

F— B and select ‘Sign Up'.
[

Wabsits
Phone Number. x *
Fax:
Time Zone: {GMT -5:00) Eastern Time {US & Canads), Bogots, Lima e
Communities: [ Devonshire 1 Hamitton Clpaget
CFembroke OSandys O Smiths
O Southampton Ost George's O Warwick
Classifications D Affordable Housing 1 Animal Protection / Care O arts and Cuiture
D Civic Services C

Il Education - Literacy | Numeracy
saster Assistance Vi es

1 Aid Dl Library urce Centre
DlMentally Challen ical Preservation
O Physicalty Gl =4 ampaigns
[ 5ervice Clubs [ substance Abuze O Support Serv
[ Support Services - Famity [ Support Services - Man O Support Serv inority
[ Support Services - Seniors. [ Support Services - Women [ Support Services - Youth (Teen)

OVolunteer Recruitment / Management

Personal Information

Usemame: *
. Ensure that you complete all the information for your
. organisation, including:

e Organisation information

e Communities served

Hor Speciie [ e Organisation classifications: consider which
categories best describe what your organisation

City Hamitton *

Counry F— i does
. 5 . e Personal information: provide the contact details
o ’ of the administrator of nonprofit profile

© \voLunTEER.bm|

The Centre on Phil 236-7706 or i il

Everyone can lend a hand

Home | Contact | Login

Join VOLUNTEER .bm

Your Community Hub Agency Account has now been created.

To log into your account to add volunteer opportunities, go to admin volunteer? com. Be sure to take note of this address or add it to your list of favorites or
bookmarks. Once you log in with the username and password, you will be able to start listing your volunteer opportunities in the Community Hub database. Once
your registration has been reviewed and accepted. your volunteer opportunities will become visible to prospective volunteers

Tip: You will receive an email confirmation once your Community Hub Agency Account has been created
successfully that will include your username and password you selected for your records.
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Step 2: Login

Once completed, select the link ‘www.admin.volunteer2.com’ to visit the administrator website to enter your
username and password.

Make a note of the website as this is the

Volunteer Administrator Login website you will log on to maintain your
. P—— [ ioon | profile. Save it as a favourite or bookmark the
sage.

Step 3: Configuration

Under “Configuration” select ‘Organisational Settings’ where you can modify the administrator’s profile,

organisation contact information, classifications and communities, which you added when you created your
profile.

Main | People | Communications | Activities | Assign | Reports | Schedules | Configuration olunteer’
Custom Fields
Qualifications | e e o A
Outputs
Committees
Email Templates
Current Status Orgamsaliupn Settings <
Links for your Website yy is thrilled to
Applicant: ) Management LILCUUUCE VOLUN I EER. v w the
In Process: ) First Contact community. We hope you will volunteer for
Accepted: M Custom Field Approvals us as well as other nonprofit organisations
Inactive - Total: 35

using this innovative system. The Centre also
continues to offer skill-building workshops, a
Hours Approvals comprehensive web site, quarterly

Short Term: 35 Qualification Approvals

A::?vz]rm;ro t[:al' 0 Volunteers on the Clock newsletters, and a helpdesk for all members of
N E : the community participating in the Third
Rejected: 0 Sector. Please join us on Facebook
Dismissed: 0 www.facebook.com/TheCentreonPhilanthropy
Moved 0 Recognition follow us on Twitter www.twitter.com/#!
Quit 0 Birthdays /philanthropybda.
Deceased: 0 Anniversaries
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http://www.admin.volunteer2.com/

Main | People | Communications | Activities

Organisation Settings

| Assign | Reports | Schedules | Configuration

000 20@®

~Contact Information

Tip: Your Mission Statement should

Organisation Name:  The Centre on Philanthropy

convey why your organisation exists

Address Line 1

Sterling House, Ground Floor

Main Contact Jennifer Pitcher [ Change

Email Address:  jpitcher@centreonphilanthropy.org

and should be a consistent branding Adiess Line 2 16 Wesley Steet iebsito hepiew centreenphianthrosy.oro

tool used on your website and other Z1Ct = Bl R 12357708 "y
marketing collaterals that reflects o — S e

what your organisation aims to et | sov |
achieve. You want to have a brief yet T

clearly defined mission statement I e

Fontsze

that is inspiring to donors, staff
members, volunteers, and your other

partnerships; create a unified voice for the third
increase volunteerism.

community stakeholders. Don’t
forget to save!!

CA-W-Q @G x x

The Centre on Philanthropy believes in a Bermuda where effective and
efficient charities and nonprofit organisations collaborate with the private
sector and government to build a more caring and giving community. We
aim to advance knowledge, skills and performance; foster effective

sector and support and

e i)
EEREES

Signup Settings: Application Form 1 - allows you to create a short message which is sent to volunteers when

they first sign up for your organisation.

~ Signup Settings: Application Form 1

Signup Settings

1 New volunteers require approval

I show general volunteer interests

Show general availability

Automatically send an email to new volunteers after the volunteer application form is filled out

New volunteer email message:
Template: | Select A Template

B I U=
Font size

Dear %%1,

Thank you for your interest in helping The Centre on Philanthropy through
VOLUNTEER.bm. A member of our staff vill be in touch shortly to discuss your specific
interests. Please continue to check your profile to canfirm or dedine opportunities
once you have been approved. Please be advised that opportunities listed on

v VOLUNTEER .bm are for volunteers residing in Bermuda.

Thanks for volunteering!

The Cantre on Philanthropy
info@centreonphilsnthropy.ora
236.7706

Tip: When composing your welcome message to
new volunteers you are able to ‘Insert name
field’ after your greeting — this feature enables
you to create a more personal message with
each recipient’s name.

First Name

[=]| Insert name field
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Main | People | Communications | Activities | Assign | Reports | Schedules | Configuration
Search -«
A
E Add a Volunteer . ° | O ° 0 0
Add an Admin

Manage Applicant Volunteers

- S Manage In Process Volunteers

In order to search for the o0 Approve Custom Fields
L. . 7 Approve Qualifications
administrator(s)’s profile select [ Approve Loaged Hours [ Avchived

4 -
Manage Running Timeclocks

[ t Term [ Rejected [ quit

‘Search’ under “People”, then tick B o e e 1ot Comtact Term O Dismissed ] Deceased
Edit Logged Hours [ Moved

off “Admin Level” and select

+ Security Filters

‘Search’.

Security Filters: [F] Valunteer Level ] Admin Level

Current Search Options From Below Include:

From thls query you WI“ Obta Ina “ 0 Search option(s) added - Up to 5 search options allowed

the people with administrative
access to your organisation’s profile. - Search Options

You are also able to select which
administrators receive email
notifications of new volunteers and
who would like to be listed as
contacts for volunteer applicants
and existing volunteers on your
organisation’s profile via
VOLUNTEER.bm.

Links for your Website (under “Configuration”) - allows you to create a URL address which you can cut and
paste (everything between the speech marks — your web administrator will know what to do) as a link for your
website which will direct volunteer users immediately to your organisation’s page on VOLUNTEER.bm. This
means you do not have to duplicate volunteer opportunities on your website — simply direct potential
volunteers to your volunteer activities on VOLUNTEER.bm.

Main | People | Communications | Activities | Assign | Reports | Schedules | Confiquration |
Custom Fields
Qualfications 0 00@
Outputs

Committees
Email Templates
Organisation Settings

‘Where would you like the link to go?

@ Activity List Links for your Website «

Sign Up Form

You can also select to have this URL link on your

‘Which form would you like to use?

@ Agplcaton Form activity page on VOLUNTEER.bm or included on

Application Form 2
© Application Form 3

Link Text: clickh lunteer

Preview:
Click here to see our volunteer opportunities

your Sign Up Form when new volunteers are

reviewing opportunities to be involved with your
organisation

HTML - Copy and paste it to your website!

<a href="http://app volunteer2 com/Public/Organization/771bb16d-6ed7-4323-8ea3-723f72a2c67f1>

Click here to see our volunteer opportunities

<a>

URL - Copy and paste it anywhere!

Bshare | GwlIS

Check out how Bermuda Cancer and Health Centre uses the link to its website in
Volunteer impact order to direct prospective volunteers to sign up directly on VOLUNTEER.bm:

http://www.cancer.bm/get-involved/become-a-volunteer
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http://www.cancer.bm/get-involved/become-a-volunteer

On your “Welcome” page you can select to have “News” displayed to your volunteers when they log on to their
VOLUNTEER.bm profile. In order to edit your “Current Message to Volunteers”, simply hold your mouse over the
title and select ‘Edit’, then be sure to ‘Save’. Similarly, you can delete anything by clicking on ‘Delete’.

Main | People | Communications | Activities | Assign | Reports | Schedules | Configuration

Welcome

Current Status

Applicant:
In Process:

Accepted: 3
Inactive - Total:
Short Term: 35
Long Term: 0O

Archived - Total: 0
Rejected: 0
Dismissed: 0
Moved 0

Quit: 0
Deceased 0

8 Biowl

Management

First Contact

Custom Field Approvals
Qualification Approvals
Hours Approvals
Volunteers on the Clock

Recognition
Birthdays
Anniversaries

Step 4: Activities (volunteer opportunities)

Q0002008

Current Message to Volunteers
The Centre on Philanthrops Egqit pelete
introduce VOLUNTEER.bm to the e —
We hope you will volunteer for us as well as
other nonprofit organisations using this
innovative system. The Centre also continues
to offer skill-building workshops, a
comprehensive web site, quarterly newsletters,
and ahelpdesk for all members of the
community participating in the Third Sector.

Tip: Text can include news and
information as well as links to
other websites and/or documents.

Please join us on Facebook
www.facebook.com/TheCentreonPhilanthropy :
follow us on Twitter

www.twitter.com/ #!/philanthropybda.

Add Category - this section only applies if you have many volunteer opportunities — it allows for more efficient
volunteer recruitment and management. We recommend you do this first on a separate piece of paper.

Category

Activity

Here are some examples of groupings of volunteer

activities into specific categories

Administration

Reception

Volunteer Coordinator

Website maintenance

Fundraising

Main | People | Communications | Activities | Assian | Reports | Scl
Manage Activities

Manage Interests

Manage Activity Shift Recurrence
Templates

Manage Activities

Actve Status:  Active only [

New Activity: [£]

Sort. Activity name : Group b

Tag Day Taggers

Raffle Ticket Sales

Grant writer

Committees

Board of Directors

Fundraising committee

Marketing committee

hedules | Configuration
4
Q0006208

New Activity Category: [3]

categony

+ Categories

Annual Member Reception o
Activity Dates Attributes Change Status
Couriers for hand delivery of inyitations 18/042011 - 24/04/2011 E % A &}
Goody bag filers 16/05/2011 - 17/06/2011 o A 5]
Reception Desk Check-ln 19th May. 19/06/2011 il B
BCSP ]
Activity Dates Attributes Change Status
Bermuda Civil Society Project - assistance A 1 P (5 a
BERMUDASCHOLARSHIPS com B
Activity Dates Attributes Change Status
1200412011 - 29/04/2011 i [ R &)
Website 21 ¥ P (] ]}
Board and Committees ]
Activity Dates Attributes Change Status
Centre Board Member A 1 P < a
Treasurer W 2 P a
Treasurer - Audit I 1 5 ]
Centre Administration [}
Activity Dates Attributes Change Status
Assistant W 2 (¥ ¥ ol 0
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New Activity Category =) (@) x

Category: || *

Description

Create a category name and provide a short
description of the category (note that the
description is not visible to the Volunteer)

Add Activity - we recommend that you prepare a ‘job description’ for each volunteer position in advance. Make
sure that it describes exactly what you would like the volunteer to do.

Select “Activities”, “Manage Activities”, and then ‘New Activity’. Input an Activity name and select the
appropriate Category from the pull-down menu which contains the categories you've added (if you have not
added any categories leave this blank). Enter the number of volunteers you wish to recruit for the activity.

Main | People | Communications | Activities | Assian | Reports | Schedules | Configuration
Manage Activities 4
Manage Activities Manage Interests 00062008 q

Manage Activity Shift Recurrence
Templates

Active Status: Active only [+ Soit Activityname [+

New Activity: [#]

Select New Activity

New Activity Category: [#]

Group by category

- Categories

Annual Member Reception ]
Activity Dates Attributes Change Status
Gouriers. for.hand. delivery.of invitations. 18/04/2011 - 24/04/2011 W= M A B
Goody bag fillers 16/05/2011 - 17/05/2011 W5 M E D ]
Reception Desk Check-n 19th May 19/06/2011 WEEER ]
BCSP B
Activity Dates Attributes Change Status
Bermuda Civil Society Project - el [ P P ] .
BERMUDASCHOLARSHIPS.com B
Activity Dates Attributes Change Status
12/04/2011 - 29/04/2011 lE]sn| =]
Wshsite i a
Board and Commitices g
Activity Dates Attributes Change Status
Gentre Board Member, o [ e (%A (2] ]
Treasurer W [ P A (2] 0
Treasurer - Audit W 2 5 [ (] ]
Centre Administration ]
Activity Dates Attributes Change Status
Assistant W ¥ A o
actily Caleg MNa Category [=]
Tip: Use the information you have prepared about the ‘job e — =
description’ to complete the ‘Description — pre-assigned’. s Ty
Fortin  + A-%-01 @ % X

Try to highlight fun and exciting aspects to the role to
entice potential volunteers.

Don’t forget to save!
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Active Status - Once an activity has ended you can set the status to inactive. The activity will no longer be
available to the Volunteer but all the data will be saved.

Activity Category: Engage

[+] This is great for annual events as you will avoid re-entering

Active Status: : Active

o information — just make the activity active again and

Number of Valunteers: Inactive

change the dates!

Schedule - Select the appropriate schedule type and provide details of the activity’s schedule.

NOTE THAT ONCE YOU APPLY ONE OF THE SCHEDULE CHOICES BELOW, IT CANNOT BE CHANGED. If this
happens, you’ll have to add the activity from scratch.

Here are some examples of application of the different schedules:

Recurring schedule

- Schedule

Select how often the
activity will occur (weekly
or monthly), provide the
relevant details for time
and date, specify when
the schedule starts and
ends, and select ‘Add’
after creating each shift.

Disjointed schedule

Schedule Type: @ Recurring pattern © Disjointed © One Time © Seasonal

© No Schedule
Shifts for this activity occur on a regular pattern (cannot be changed to an unscheduled activity
after you save it).

Create from a Template OR Create from Scratch

Choose a Template: Select A Template :

From Scratch @ weeky  © Monthly
Day. Sunday ~] Time:  09:00 - 17.00 | add |

| | ‘ Selected occurence(s) ‘

Recurs Every @ One Week © TwoWeeks @ Three Weeks © Four Weeks

Start Date: 12/00/2011

For each shift provide the
start and end time as
appropriate for each date,
then select ‘Add’.

One Time

Provide the date for which
the activity occurs along

Don’t forget to ‘Save’!

with the start and end time.

End Date:  12/09/2011 @ End on this date: © Orafter]1 Shifts
Shift Count: Calculate number of shifts Calculate
+ Schedule
Schedule Type @ Recurring pattem 9]} Disjointed © One Time @ seasonal

© No Schedule
Shifts for this activity occur on a non-regular schedule (cannot be changed o an unscheduled
activity after you save i)

Date: 121092011
Start Time: 08:00
End Time: 17:00

‘ H Remaove Selected occurence(s) ‘

| Ada | H

Schedule

Schedule Type: © Recurringpatem  © Disjointed {@lone Time © seasonal

There is one particular shift associated with this activity (cannot be changedto an
unscheduled activity after you save it).
Date: 12/09/2011

Start Time: 09:00
End Time: 17.00
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Seasonal Activity (Used when the activity occurs between two dates)

Provide the scheduled + Schedule

start and end date for the Schedule Type: Recurring pattern © Disjointed O OneTimme i Seasonal

activity. " There zre no specific shifts for this activity, but all volunteering occurs between two dates
(cannot be changed to a scheduled activity after you save it).

Start Date: 12/08/2011
End Date: 12/08/2011

No schedule (Applicable for general recruitment or activity occurs during volunteer’s own time)

v Schedule
Schedule Type: © Recurring pattern @ Disjointed © One Time © seasonal
o Schedule
There are no specific shifts for this activity (cannot be changed to a scheduled activity after you —
v Visibility save it).

Visibility — allows you to select who you would like to be able to view the activity.

» Visibility

“Visible to public” signifies that anyone Visibleto: @ Notvisible fisible to volunteers

visiting volunteer.bom would be able to view
the activity. Within “Visible to volunteers”,
select the relevant volunteers you would like
to be able to view the activity.

@ Visible to public i@
[ Applicant If Qualified
[ inProcess [ iraualified

[ Accepted If Qualified

[ inactive If Qualified
Automation - your selection will determine the signup settings for volunteers.
Do not autolock Any number of peeple can sign up for an activity
Auts kon Once the specified number of volunteers have said they are available
availabilities for an activity, no further volunteers can sign-up
Autolock on Once the specified number of volunteers have been assignedto an
assignments activity, no further volunteers can sign-up

+ Automation

Auto Lock: @ Do not autolock (@ on availabiliies (@ onassignments
Auto Assign: @ Do not auto assian (@ Auto assign
Donot  The administrator must assign voluntears to the activity manually
auto
. . - assign
Assignment Removaly @ Don'tAllow © Allow 0 Auto Volunteers are automatically assigned to an activity. You can further tailor this
- o assign  option sathat only certain valunteers are automatically assigned: by their status
Sign Up Cutoff: @ Disabled () Enabled 0 f (Applicant, In Process, Accepted, Inactive) andior by being qualified for the activity
Allow [Even after volunteers have confirmed that they will volunteer for something specific,
ove thel elve: (s ity ¢ Additic iC acify
{hey can remove themseives from that actity or shift Additionaly, you can specty up Disabled Volunteers can continue to sign up for an activity regardless of when it starts
to how many hours before an activity starts thatthis is allowed.
Dont  |Once volunteers have confirmed that they will volunteer for something specific, they Enabled "‘"j‘um?ers can only sign up for an activity until the specified number of hours
Allow |cannot remove themselves from that activity or shift before it begins
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Classifications - there are four different classification categories — Activity, Suitability, Time Commitment and

Duration. Select as many boxes as are relevant for this particular activity.

~ Classifications

Activity Classifications

[F] Advocacy
[ Artistic Work / Crafting / Entertainment
jing  Health Care Support
[E] Coaching/ Refereeing / Judging
[F] Communications - Graphic Design
[F] Communications - Public Speaking / Oufreach
[F] Computer Support —Hardware and Networking
[F] Computer Support - Training
O] Emergency Response
[F] Event and Facility - General Assistance
[ Facilitation / Mediation
[F] Food Prep i Delivery
[ Fundraising - Grant Writing
[E] Hotline / Information and Referral
[E] Management - Agency
[F] Management - Volunteer Admin and Recruitment
[ Office - Data Entry
[F] Office - Reception
[F] Research
[ Security / Public Safety
[F] Teaching / Tutoring / Assisting
[ Trades - Electrical
[F] Trades - Painting
[ Transiation
[E] Transportation - People
[ Working With Agency Clients

Suitability Classifications

[F] Suitable for seniorsiretirees

[F] Suitable for youth 16 and over

[F] Suitable for children with supenision
[F] Suitable for groups

[F] Suitable forinterns

[E] Mear or on a bus route

Time Commitment Classifications

w hours a day
ours a month
[[] Whenever ime permits

Duration Commitment Classifications

[F] Flexible commitment
[F] Less than a week
[ 1to 3 months

[F] 7to 12 months

[F] Over 2 years

[E] Animal Care

[0 Boards { Committees

[ Childcare

[ Communications - A sing & Promotions
[F] Communications - Media / Newsletters / Web Content
[F] Communications -V ite Creation
[F] Computer Support - Software Design
[F] Counseling / Mentoring

[ Environmental Impravement

[F] Event Planning

[ Financial Management

[F] Fundraising - General Assistance

[ Fundraising - Soliciting

[E] Legal Work

[E] Management - Special Projects

[E] Office - Bookkeeping

[F] Office - General Administration

[F] Photography

[[] Retail Sales

[ strategic Planning

[ Trades - Carpentry

[ Trades - General Handywork

[ Trades - Plumbing

[ Transportation - Deliveries

[E] Visitor/ Companion

[E] Yard Waork/ Gardening

[E] Suitable for adults

[ Suitable for youth 12-15

[F] Suitable for families

[ Suitable for community service volunteers
[ Suitable for service learning volunteers

few hours a week
few hours a year

A
A

[ 1 day

[E] Less than a month
[ 4to 6 months

[ 1to 2 years

L

Don’t forget to save!

When volunteers search for volunteer opportunities through VOLUNTEER.bm, their search will lead to your
activities if their interests match your activity classifications. Select as many as possible so that you cast your net

widely!

Congratulations — you have successfully created your organisation’s profile on VOLUNTEER.bm!
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