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How to use this guide

This guide will show you:

e How to register as a volunteer
e How to find volunteering opportunities
e How to join volunteering opportunities
e How to log volunteering hours

Volunteer Centre Sefton is now using a volunteer management system called Team Kinetic. This
system is being used throughout the Liverpool City Region (LCR) and is a one-stop shop for all your
volunteering needs.

Using Team Kinetic you can:

e Search and apply for volunteering opportunities

e see who you are volunteering for

e see when you are volunteering

e see how many volunteering hours you have completed

How to Register as a Volunteer

Step 1 - To register as a volunteer you will need to go to our website

volunteeringlcr.org

Step 2 — Click on register
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A @ Login Register AboutUs GetinTouch Events Search
Volunteering in the Liverpool City Region

SEARCH FOR VOLUNTEERING OPPORTUNITIES IN

Try Volunteering Need Volunteers
[l | “ddyouropportunities HALTON, KNOWSLEY, LIVERPOOL, SEFTON, ST HELENS AND WIRRAL
|
Search Opportunities Home Opps @ Within From
Enter your search here X ‘ Yes V| Any distance v‘ Enter Location

Step 3 — You will then be asked to fill out your email.


https://volunteeringlcr.org/
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Volunteer Registration

Email

REGISTER

G REGISTER WITH GOOGLE

£ REGISTER WITH FACEBOOK

REGISTER AS A PROVIDER

Step 4 — You will need to verify your email address. You must do this first before you can move on to
the next step.

Step 5 — You will then need to choose a password and fill out your details.

Thank you for confirming your email address, now lets complete your volunteer profile to finish your
registration

o Personal Details Create Password @

We need to collect some

personal information here

ncluding your birthdate, First Name Last Name

gender, and contact details

50 we can match you to

suitable opportunities and

remind you about your Birth Date (dd/mm/yyyy) @ lidentify my gender as @

Jpcoming opportunities. dd/mm/yyyy =) Please select v

Contact Number

Describe your ethnic origin @

White Welsh, Scottish, British, Irish v
Do vou consider vourself to have a disabilitv ?

Step 6 — Fill out your postcode and select your address.
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° Your Location

By telling us your location we can match you
with opportunities close to you

United Kingdom <

Enter your postcode

SEARCH

Liverp

Dock ¥ 9 LIVERPOOL
Royal/Alber

sogle <

0

& volunteercentresefton.teamkinetic.co.uk

Step 7 — You can choose to consent to receive our monthly newsletter and other Team Kinetic
communications containing lots of useful information on volunteering opportunities, events and
more.

You will then need to agree to the terms and conditions and agree that your data will be shared with

any providers of opportunities you sign up to. Team Kinetic complies with GDPR rules.

° Final Questions and Consent
We need to get your consent to use your data

to enable your volunteering, and that you
agree to our terms and conditions

How did you hear about us?

[¢]

Please select

In order to better support you, if you consider
yourself to have a disability please choose
which fits best

(43

Please select

Opt In to receive emails @

Please select

<o

D You must check this box to agree to our

3 | consent to my relevant personal data

Step 8 — You will then be met by a welcome page will which will tell you what to do next. Once you
close this you can see your dashboard.

Step 9 — Log in after registering

Volunteer dashboard
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On your volunteer dashboard, you can see the latest volunteering opportunities in your area, your
upcoming volunteering sessions (if you have signed up for any) and opportunities with hours to log.
(more of which later)

On the right-hand side you can see a menu:

Home — This will take you back to your dashboard
Profile — You can edit your profile here

Events — You can see the list of events in your area

ID Badge — You can use this as your ID badge if needed

Achievements — In this section, you can see your achievement and a timeline of your volunteer
journey

Docs and qualifications — Here you can upload documents and any qualifications you may have
Feedback — You can see all the feedback you've received while volunteering

Notifications — In this section, you can amend your notifications such as emails and you can see any
providers you are following

Message inbox — Here you can see any messages you've been sent or you can send messages to a
provider or Volunteer Centre Sefton.

Resources and help — If available you can find uploaded resources and help
Training — If there is any training available it will show up here
Change password — If you need to change your password you can do so here

Close account — Click here to delete your account. Only do this if you never wish to search and apply
for volunteering opportunities. If you are not volunteering at the moment you can still keep your
account and come back to it when you are ready.

How to search for a volunteering opportunity

To search for a volunteering opportunity, you can use the search browser on your dashboard or just
press search.
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“~aws Search [ swectianguage |

2:30 0:00 0

A Home

& profile

Upcoming Sessions Opporturities With Hours To Log
# Opportunities

BEvents y
09:00. Friday 01 March 2024
BID Badge o - NCT Social Media & Walk
Leader - Southport
P achievements MANAGE

B Docs & Qualifications
W Feedback New Oppartunity Suggestions

Pom— o =R

W Message Inbox
Many of our clients do not speak English as their first language and they rely on high quality. confidential interpretation and

B Resources & Help translation w relay teir personal information. We are looking for volunteers who could act as INterpreters for clients whose first
language |5 not English. You wil be interpreung for the Client when they awend meeungs with the service including .

& Training & You must be over 1€ years old

5 O & Password
You will then be taken to the screen below, where you can put in more details. You can search by
using a search term such as 'trustee’, ‘older people’ or 'foodbank’, location by postcode and you can
add how far you are willing to travel.

Search Opportunities Home Opps @ Within From

v more options.

250 Opportunities (¥ Latest)

e Compact J§latest 1§Category ([ Map

Filters Events

Categories Cherish (Reach and Connect)

Christmas Day Dinner
| 7 AN L

a]

[ Administration Offce Work (17)

a

[ acvice & information (3)

REACH & CONNEC
Advocacy (2) O
_ atering / Food / Drink > Cherish (Reach
Arts [ Crafts (5) o SeftonCVs Christmas fayre
Kitchen support for Chr 1 isolated olds 1
i o w“ltchen suppe T Lh
 Pod Volunteer Ce
Cherish (Reach And Connect) reach out to people (generally aged 50 or over} who are lonely or isolated, _
Care / Support (17) by offering friendship and support, hosting events, classes, groups and signposting to other services.

o O

| cotering / Food / Drink (12) From our centre, we run regular themed events and food is generally at the heart of all we do.

Children & Young People (12) o
1 8 People (12) We are running a Christmas dinner from 1-5pm on Christmas Day (25th December ... More details

1 communiey () s

I Computers / Technology / Digital [ W  catering food and drink community christmas christmas day isolation

(&) -~ B
social isolation

I Counselling/Listsning/ St Help 1)
J

[ rving/ Escorting (12) = I ‘
>~ ] 4+ 7] |

Home opps — These are volunteer opportunities you can do from home. It currently defaults to no,
which means that home opportunities will not appear in the search. However, if you are looking for
roles where you can volunteer from home then you will need to change the home opps field to yes.

Filters — you can also search through filters. For example, if you are looking for befriending
volunteering roles, you can tick the Befriending / Mentoring / Buddying box.

Advanced Search

You also have the option to do a more advanced search. To do this click 'more options'.
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A @ Logout GetIn Touch  Even

Search Opportunities Home Opps ° Within From

RN [ No VI I Any distance v L220P| X @ f SEARCH

¥ more option

You will then have the below options to choose from.

5

Search Opportunities Home Opps 0 Within From
Opportunity must be Age Ranges

Accessible () Expenses paid [ 16 and under [ Under 18's [

Categories

] Ae:ministrationloffi:e Work [ ® Advice & Information O © Advocacy [  Arts/Crafts (O ™ Befriending / Mentoring / Buddying )  Care/ Support [

® Catering / Food / Drink O = Children & Young People [ ™ Community ) W Computers / Technology / Digital ) ®m Counselling/ Listening/ Self Help ) ® Driving/ Escorting O
= Event Planning/ Management ) M Finance/ Accounting/ Book Keeping [ ™ Fundraising [ ™ Gardening/ Conservation/ Qutdoors () ® Language/ Translation O

m Marketing/ Social Media [ ™ Music/ Performing Arts [ ® Practical/ Construction () ™ Retail/ Charity Shops/ Warehouse [ Sports/ Physical Activity [

® Teaching/ Training/ Supporting Learners [ M Trustee/ Committee/ Board member [ ® Youth Work [

Popular tags

community () support [ charity [ befriending [ activities [ fundraising [ administration [ Technology (O children )

trustee O admin O driving O help O health and social [) volunteer ) Young People [ Digital Customer Service )

mental health O mentoring O

Opportunity Badges

A more options

This will give you a more tailored search experience.
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Applying for Opportunities

Now that you have created your account, you can apply for any opportunities that interest you and
you feel you would like to do. Once you have found an opportunity you are interested in, click the
apply button at the top of the page to let the organization know you would like to start their
application process. The organisation responsible for the opportunity will receive a notification for
your application and you will receive an email confirming your application. The provider will then be
in touch with you and take you through their application process.

This opportunity has an application process

Click the apply button to start your application. When you are successful you will be able to join this opportunity.
P——

APPLY

Who can | speak to? ‘

W Volunteer Centre

Email: |auren.jones@sefto
Phone:: 07860 846 605

Where can | doit?

TEST volunteer opportunity
TEST voluniteer opportunity fze;t[;):GCoun(il For Voluntary Service Burlington House,

Great Crosby N
A%
& You must be over 16 years old Applicants will be shortlisted Expenses Paid Blundellsands o

by 2 i/,
FOLLOW PROVIDER FOLLOW DPP TYPE Crosby ‘| 3
3 ‘R Ford S .
Brighton e Valley Poik ig; S
Sands - B

If you no longer wish to apply to a role, then you can click on 'withdraw application.'

@ @ Logout AboutUs GetinTouch Events Search [€] Select Language

gopn

This opportunity has an application process

We have received your application. You will receive an email once your application status has been updated. You will not be able to join sessions till accepted.

WITHDRAW APPLICATION

You will receive a confirmation email and you will be able to see what opportunities you have

applied for under the opportunities tab on your dashboard.
# @ Llogout AboutUs GetinTouch Events Search [€] SelectLanguage

Current Opportunities

Example Volunteer Opportunity

# Home b |

3 Q Sefton Council For Voluntary Service Burlington House, L220LG
Profile

m
# Opportunities
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How to book on to sessions?

There are two types of volunteer opportunities, ones with sessions and flexible opportunities. The
latter means you would arrange with the organisation a time and place for your volunteering. If you
join an opportunity with sessions you will be able to book on to the available sessions.
On your dashboard, you will be able to see upcoming available sessions.
Upcoming Sessions
17:00, Sunday 30 April 2023

- marshalls for charity Race in Bootle

MAMAGE

09:00, Friday 01 March 2024

- Walk Leader - Southport

MAMAGE

09:00, Tuesday 31 December 2024

10
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Click ‘manage’ on the volunteer role you would like to book. You will then be taken to the following:

@nml

I marshalls for charity Race in Bootle

- 30/04/23 1 0:00 2:00
urs
1 Post Opportunity Files )
Sessions
apartunity survey
Sunday 30 April 2023
E Starts at 17:00 for 2 hrs, till 19:00
= Sunday 7 May 2023 | \

Starts at 17:00 for 2 hrs, till 19:00
5 slots left of 5

Sunday 14 May 2023 \_ |

Starts at 17:00 for 2 hrs, till 19:00
5 slots left of 5

You can then click ‘join’ to join a session and once you join you can easily click ‘leave’ if you are
unable to attend the session. It is also possible for your contact to add you to a session, if they do
this it should show up on this page and you should receive a notification.

Logging hours as a volunteer

Once you start volunteering, you will be asked to log your volunteering hours. This is a great way for
you to see how many hours you've volunteered and you may be able to get reward badges when
you have reached certain milestones. It is also really useful for organisations who can use the figures
to apply for funding or show in reports the economic value of their volunteers.

To log hours, follow these simple steps:

Step 1 — Go to your dashboard and then click on opportunities. You will then be able to see the
opportunities you have signed up for.

Step 2- To log hours click on 'log'.

@ Current Opportunities

Walk Leader - Southport

9.

Q)
'l

2 Profile

Opportunities

Events

[

Step 3 — Type in the number of hours you have done and add the date.

11
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I NCT Social Media & Walk Leader - Southport

458 01/03/24 0:00 0:00

I.ogancner‘ i hrs |:| 00 | mins larl 20110202 O

Step 4 — Then press log hours.

12
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What do | do if I've finished my volunteering opportunity?

If you have finished the volunteering opportunity or you took part in a one-off opportunity then you
will log your hours and then press ‘Il have finished this opportunity.” You will then be asked to press
finished.

Once you have logged your hours. Your provider will then confirm your hours.

Log Hours

Log another“l ‘hrs :| 00 v| mins for‘ 09/01/2023 B8

LOG HDURS

| HAVE FINISHED THIS OPPORTUNITY

If you have finished attending this opportunity and will have no more hours left to log please click the finish button below.

This will let the opportunity provider know that you have finished and will mowve this opportunity from your active to completed

o
FINISHED

Thank you for volunteering, we hope you
enjoy your experience

13



