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Guidelines for Organizations 
Requesting for Volunteers:

The attached Form – “ ORGANIZATIONS’ PROFILE “ will give you an idea of the Information that we require before we can assist you to find a suitable Volunteer.

Please complete a form for each “VOLUNTEER TASK DESCRIPTION”. Return it to us as soon as possible. This will then be placed on our record. Sometimes a placement may take a while and other times we may find a Volunteer very quickly.
Important Points to Consider:

1. The Centre informs the potential volunteer of the basic concepts of volunteering.
2. Available volunteer tasks are discussed with potential volunteers.

3. The volunteer Centre does not undertake screening, we merely act as a referral source.

4. Screening of potential volunteers needs to happen at the organizations where volunteers are being received.

5. Orientation and training for the specific task required should still be undertaken by the organization.

6. Organizations are please to advise the Centre once a volunteer position has been filled – to assist us in keeping our records updated.

7. Organizations who have submitted TASK DESCRIPTIONS will be contacted by the Centre on a Monthly basis.

8. A volunteer Task that has not been filled within three months will be reviewed by the Centre in consultation with the organization.

9. Volunteers are only placed with Non – Profit Organizations.

10. It is our policy that volunteers give their time, energy and skills for no financial reward.  

11. Organizations should, however, discuss volunteer expenses (e.g. traveling or meals) with the volunteer.

12. Volunteers from overseas need work permit to volunteer in South Africa. Arrangements should be made with the relevant embassies beforehand.

13. South African citizens who wish to volunteer in other countries needs to first establish contact with the specific embassy / consulate in South Africa..

ORGANIZATIONS’ PROFILE

I. ORGANIZATION’S IDENTIFICATION:

Name of Organization: ____________________________________________________________

____________________________________________________________________________________

Type of Organization: 
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Non – Government Organization


Business Sector




Government Organization



Corporate Foundation




Others (Please Specify):
__________________________________________________

Physical Address: _________________________________________________________________
____________________________________________________________________________________

____________________________________________________________________________________

Postal Address: ____________________________________________________________________

____________________________________________________________________________________

______________________________________________ Postal Code: ________________________
Telephone No:  ______________________________ Fax No: _____________________________

Email Address: ______________________________ Website: ____________________________

Geographical Area served by your Organization: __________________________________

________________________________________________________________________________________________________________________________________________________________________
II. IMMEDIATE CONTACT PERSON/S OF THE ORGANIZATION:

	Name 
	Position
	Contact Number

	
	
	

	
	
	

	
	
	


III. ORGANIZATION’S CORE BUSINESS or PRORAMS & SERVICES and PRIMARY CLIENTS / BENEFICIARIES and CUSTOMERS:

	Organizations’ 

Vision & 

Mission 
	Organizations’ 

Core Business or Programs & Services
	Primary Clients / Beneficiaries or Customers

	Vision:
	
	

	
	
	

	
	
	

	Mission:
	
	

	
	
	

	
	
	


ORGANIZATIONS’ REQUEST FOR VOLUNTEERS
I. REASONS / PURPOSE FOR REQUESTING VOLUNTEERS:

a) Specifically, where do you require Volunteers to work? State the exact place / location of work area: _______________________________________________________
b) State reasons or purpose for requesting volunteers?

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

c) Volunteer language proficiency requirements:


Afrikaans

Xhosa 

Zulu
        English
        Others ________

d) Number of Volunteers Needed: _________
II. VOLUNTEERS’ COMMITMENT NEEDED:
	Days / Time / Week & Terms

	
	
	
	
	
	

	
	
	
	
	
	


III. VOLUNTEER TASK DECRIPTIONS:
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