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COMPLETING THE 
REGISTRATION 

FORM



You can find the Volunteering Platform by 
clicking on ‘Opportunities’ and then 

‘Volunteering’



To complete a registration form, click on the ‘Looking for volunteers’ tab 



Then click on the hyperlinked ‘online registration form’ to redirect you



The registration form will initially 
ask for basic information and 

contact details.

For the description/overview, 
there is a 200-character limit, 

however there is an opportunity 
to add further information at a 

later stage to include more detail.

 For the ‘Organisation contact 
information’, please enter the 

email address that you are happy 
for students to contact, and for 

the ‘Primary contact person’ add 
the details of who is managing 
your profile. You can add more 
contact people at a later stage.

To continue, click on the ‘continue 
registration’ button at the bottom 

of the page.



We have a Service Level Agreement that all organisations have to agree 
to. To review the document, click on the hyperlink below. Any questions, 

please reach out to guildvol@liverpool.ac.uk 

mailto:guildvol@liverpool.ac.uk


You will then be taken to this page, where you will be able to complete your registration once you 
have completed the tabs titled ‘Insurance’ and ‘Policies’

In the ‘More Information’ text box you can include further details in addition to the ‘Description’ box



Here is where you can add additional contacts. This works well if there are a number of staff 
members who manage volunteers for different volunteering opportunities



Here is where you add your Public Liability Insurance (PLI) document. Please ensure that you send 
this and not your Employers Liability Insurance. We do accept Combined Liability, as long as Public 

and Products Liability is included.

Please note that we ask for the Expiry Date of your cover, as this informs us of when we need to 
request new documents



Here is where you add your policies. We require a 
Volunteer Policy and Expenses Policy. If your 

Expenses Policy is embedded within your Volunteer 
Policy, feel free to upload that twice. 

If your opportunities involve working with children, 
young people or vulnerable adults, we require a 

Safeguarding Policy as well.

If you have one, you can optionally add a Risk 
Assessment.



If you need to change your 
password, you can do so here, 

and if you are struggling to reset 
your password at any stage we 

can do so for you.

Once your registration has 
completed, we will be notified 

and review your application. We 
will then be in touch about 

whether we have any further 
questions, or whether we have 

accepted your application and set 
your profile to ‘Active’.

You can then log into your profile 
and start creating volunteering 

opportunities
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LOGGING INTO THE 
VOLUNTEER 
PLATFORM 



Once you have completed your profile, you can log 
in via the ‘Providers Login/Profile’ tab, which will 

then take you to this page



When you first log in, there will be another link to 
the Service Level Agreement



You can continue to edit your 
details here

To create a volunteering 
opportunity, click here
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CREATING 
OPPORTUNITIES



Once you have clicked ‘Add new 
opportunity’ you will be able to 
fill in all the information about 

your volunteer activity by 
completing the ‘Opportunity’, 

‘Details’, ‘Dates / Applying’ and 
‘Activity Types’ tabs.

You can add as much information 
about the opportunity as you like 

in this section.

For the ‘Contact person’, you can 
select from the drop-down list if 
you have more than one point of 
contact assigned to your profile

‘Number of required volunteers’ 
is key if you have a limit to how 
many volunteers you can accept 
for an opportunity. If there is no 

limit, leave blank



Completing as much detail as 
possible for the ‘Details’ text 
boxes is great, as it allows 

prospective volunteers to clearly 
see how they can benefit 
themselves and others

Whilst ‘Hours per week’ and ‘DBS 
required’ are required fields, it is 
great to go into depth here, as it 
will appear on the opportunity 

page on the website

If your opportunity is flexible or a 
one-off and there are no hours 
per week, feel free to put either 

‘N/A’ or ‘flexible’



If you have specific dates in 
which you will (e.g., if it is a 
seasonal opportunity or if 
you are doing recruitment 

for volunteers for a specific 
period of time), this tab is 

key.

If there are no dates to 
consider, feel free to leave 

them blank

In this section, you can add 
text and hyperlinks which 
will be sent to a volunteer 

when they submit an 
application before they are 

accepted or declined



This page is where you will see the volunteers that have applied for your opportunity, including 
contact details.

Managing applications from volunteers is really important so that we have an accurate picture of 
the number of active volunteers we have. To accept volunteers, click the green tick. This will 

allow volunteers to log hours and so we can see who is volunteering with you.

If you are unable to accept them, please click the red button



This information will allows students to see more information about the opportunity, including Areas of 
Interest and Commitment Level. 

Your opportunity may cover a number of different areas, so feel free to select multiple. If there is 
something that is not covered in the list below, let us know



Once you have filled in all the information in the tabs 
outlined, click ‘Save changes’. You can go back and amend, 

or we can make changes for you at a later date



Your opportunity will then appear, and you can add more if 
you wish
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Thank you for reading through this 
Provider How To Guide!

If you have any questions or 
queries, please get in touch with 

guildvol@liverpool.ac.uk 

mailto:guildvol@liverpool.ac.uk
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