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About Spark a Change

Spark a Change is a digital volunteer platform that hosts a wide range of
opportunities across Somerset and matches individuals looking to volunteer,
together with organisations including charities and community groups. This

guide is to help you get the most out of the platform as an organisation.



Getting started

Follow the simple steps in the slides below to create your organisation profile on Spark a Change
and begin to add and manage your volunteering opportunities.

Before taking these steps, ensure that your organisation is not already on Spark a Change. You
can do this by searching for your organisation name in the search bar here-
https://www.sparkachange.org.uk/volunteer/organizations

If your organisation is already on Spark a Change, get in touch with the volunteering team and we
will add you as an admin to the organisation profile. If not, continue to follow the steps below.

If you have any questions or would like to set up a 10-minute training call to better understand
the site, you can get in touch with the volunteering team volunteer@sparksomerset.org.uk


https://www.sparkachange.org.uk/volunteer/organizations

Setting up your organisation profile

1. Start by going to the ‘Organisations’ tab on the
Spark a Change website - Click on ‘Create

Organisation’- For organisations | Spark a Change

For organisations

Spark a Change is the ideal platform for you to attract, recruit and engage with a wide range of
enthusiastic and engaging volunteers who can make a positive contribution to your charity or community
group.

This digital volunteering platform allows you to showcase your opportunities in one place that will be visible
to thousands of potential volunteers across the County.

The process is quick, easy and free,

Please also check out our FAQs page for more information.

>

2. Add in your organisation name and type of organisation, the organisation address and a link to your website.

3. In 'About' describe briefly what your organisation does, which target groups you work with and what your vision and

mission is. You can see an example of a good 'about section' on slide 13.

4. Add your organisation logo and cover photo. Choose a photo that stands out and represents your organisation.

5. Add up to 3 cause categories that the organisation stands for.

6. Once you have inputted all the information click on ‘Create’.


https://www.sparkachange.org.uk/for-organisations

Setting up your volunteering opportunities
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Setting up your volunteering opportunities

3. Create your volunteering opportunity
Title

* Create a short and clear title for your opportunity. Try
to use the sentence to convey an actionable
message.

Location

* Add a place and address to the opportunities. For
opportunities where the physical location is not
important, such as online volunteering, select
'‘Anywhere’.

What kind of opportunity would you like to create?

* You can read more about the different optionsand
what they mean in the slide below.

Summary

* Tryto get your message across in one sentence and in
an enthusiastic way. This is the first thing the
volunteer will read about your opportunity. You can
find an example 'summary' on slide 13.

Create a volunteering opportunity

‘Tte*

‘ Flace, address or city *

What kind of volunteering opportunity would you like to
create? *

Taszk Event Project role
(Temporary]

Organisation role I'm not sure

Please provide a bit more information about this opportunity

Summary

~

It will be shown in the website and on Google search results. Be

concise and clear.

Preview

Posted by Spark a Change
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What kind of opportunity would you like to
create?

Task

e Short term one-time activities that DON'T need to
be done at a specific place and/or a specific time.
Tasks should not require more than 16 hours of
work.

Event

* Short term one-time activities that need to be
done at a certain place and/or a certain time.

Projectrole (Temporary)

* One-time tasks or roles with a clear end date or
ending condition that require longer term
commitment.

Organisationrole

* Recurring tasks or fixed roles without a clear end
date or ending condition that require longer term
commitment.




Setting up your volunteering opportunities

4. Add a detailed description

* Thisiswhere you'll be able to say more about your

opportunity or event. Describe in the best possible manner
what / who you are looking for and what volunteers can
expect. You can find an example of what to include and a
good detailed description on slides 14 & 15.

* Tip: have someone from outside of your organisation
read over the description and ask them for their honest
opinion.Is the opportunity easy to read? Is it inspiring and
motivating? Is it too long or too short? This way you'll get a
good understanding of how people, who are not yet
familiar with your organisation, react to the description.

Please provide a bit more information about this opportunity

Preview

Summary

n the website and on Google search results. Be

concise and clear.
Detailed description
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Setting up your volunteering opportunities

5- ChOOSE a cover image Cover Image Choose image

How to choose 2

* Select a photo that fits your opportunity or event good cover

Note: Try to use images that convey what the volunteer can expect from the activity and aim at using
multiple different images for each individual opportunity. Imagery plays an important role in the

volunteer's online search for volunteering activities. Organiser Laura Bazley

They will be the

point of contact
and receive
applications for

6. Organiser this opportunity.

* This is the person within your organisation that owns the opportunity. All of the applications will
end up with this person.

Requirements | Disclosure and Barring Service

| Member of my organisation (Private)

7. Requirements
Here you can indicate which requirements a volunteer has to meet:

What can you | Reimbursement of costs

provide to | Extra support
* Does the role require a DBS? volunteers?
* Does the volunteer need to be a member of your organization?
How many
8. What can you provide to the volunteer? e "™ Unlimited Limited
Here you can indicate what your organisation can offer to an applicant. You can choose between:
* Reimbursement of costs ) suitable for groups / teams

* Extra support
How can

o
people Join Apply RSVP

9. How many volunteers do you need?
Here you can indicate how many volunteers you are looking for, whether you want to close the

opportunity when the number of volunteers is reached, and whether the opportunity is suitable for Custom application form
groups. :




Setting up your volunteering opportunities

10. Add a custom greeting message

This is a standard message that volunteers will receive
upon applying for your opportunity.

11. Activities and causes
Select the activities and causes that most-adequately describe what
the volunteer can expect

12. Other tags

Here you can specify if the opportunity is a Duke of Edinburgh
opportunity, if you are a member of the Open Mental Health
alliance, if it Is suitable for corporate groups and if the opportunity
is suitable for young people.

13. Publish

Press the "Publish" button to make your opportunity directly visible
in the search for volunteers.

14. Create more opportunities

You can create as many different opportunities as you like for
different volunteering roles you may have within your organisation.

v

Welcome message for new applicants

Customize the message that applicants
receive after applying for this cpportunity

Ex.: Hello, :name:! Thanks for applying.

o
Tag your Activities
opportunity Specify the activities to find people with the right
to help skills
people find it

Causes

Other tags
[ This is a DofE-Award opportunity

[ Tick this box if you are a member of
the Open Mental Health Alliance

[ Suitable for corporate volunteers

[ Youth volunteering opportunity for
16 - 18 year olds



Your opportunity is now live!

v

Sh Social Medi
are on soclat viedia Your opportunity is published and discoverable &

« Share your opportunities on your social media accounts and also on By taking the follo.‘.-."ing actic.ms .vou’re able to increasg the likelihood of
our ‘Volunteers in Somerset’ page- Volunteers in Somerset | Facebook receiving applications for your opportunity:

Invite people you know

1
* Send the opportunity to people you think might be interestedand ask
your current volunteers to tell their friends and family. \ 2
Reach out to potential volunteers 3
o
o
. . Q
* Reach out to potential volunteers via the volunteer pool. The \O
volunteer pool allows organisations to reach out to potential
volunteers who have signed up to the pool based on their interests.
You read more about the volunteer pool via the links below: \

Volunteer Pool for Organisations | Spark a Change

How can | find volunteers in the volunteer bank | Help Centre
(deedmob.com)



https://www.facebook.com/groups/volunteersinsomerset
https://www.sparkachange.org.uk/volunteer-pool-organisations
https://help.deedmob.com/en/articles/5745011-how-can-i-find-volunteers-in-the-volunteer-bank
https://help.deedmob.com/en/articles/5745011-how-can-i-find-volunteers-in-the-volunteer-bank

What can a potential volunteer
see when they click on your
opportunity?

* When a volunteer clicks on your opportunity, they will see
something similar to the image to the right.

* If they are interested in the opportunity, they can click Join’ and
this will bring up a box for them to give you a bit more information
about why they are interested in the opportunity. Once they send
the message, a notification will appear in the organisers inbox to let
you know that someone is interested in the opportunity. The
organiser will then need to log in to Spark a Change to reply to the
message.

* The potential volunteer can also ‘Ask the organiser a question’.
Again, this notification will go directly to the organisers inbox to let
them know they have received a new message on Spark a Change.
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“Volunteering
makes a huge
difference in my
community, and
| benefit too!”

Spark a Change 2020

AOREs



Tips for managing your profile

1. Make sure your information is up to date: if your organisation address changes, don’t forget to change
this information in your profile.

2. Be as complete as possible on your organisation page. Although some options are not mandatory, it is
highly recommended to fill these options, as this increases your findability on the platform. It also gives

more, and better exposure to your organisation.

3. Take some time to find the best fitting Sustainable Development Goals and Causes for your organisation.
These variables are used by users to find organisations and opportunities, so make sure these variables
truly fit your organisation’s goals and mission.

4. Respond promptly to applications.

5. Confirm in the settings you are getting notifications from potential volunteers. (Go to 'settings' and then
click on '"Email notifications'. Ensure that 'Opportunity application updates' is ticked.)

6. Get support from the team— and feedback when things are not going right!



Viewing applications for an opportunity and changing the status

1. You can view the applications for an

18

A 4

opportunity in the opportunity overview on
your organisation page (organisation page >
opportunities tab).

People

Teams

Photos

Motifications

Settings

Messzages

Forms

Search potential volunteers
Files

Analytics
Data

? Website
% Leave organisabon

Shars

nonec

2. You will then see all your
opportunities and the number of
applications you have received for that
opportunity (circled in image to the
right).

»

Carers Groups
support and leader
Axbridge

3. You will then be able
to see any pending old
applications and then
respond to them through
'messages’'.

Iham

4. Once you have
spoken with a
volunteer and decided
on the next steps, itis >
important to change

the status of each

application. You can

do this by clicking on

'‘pending' and then

selecting the suitable

option.

pendi..

@ accepted
@& declined
suggestad

on reserve list

pendi...

pendi...

pendi...

pendi...

NCOTES

MOTES



‘About’ section and ‘Summary’ section examples

‘About’ section example-

We are a small charity dedicated to the prevention of youth homelessness. Our services for young
people focus on the individual—their experiences, needs, and goals—and helping them make
positive change in their lives.

‘Summary’ section example-

We are looking to continually develop our community presence to ensure that the voices of young
people are heard and our work to end youth homelessness reaches the largest possible audience.
Our Community Champions play a vital role in representing the charity at local events, speaking
about our work and encouraging more people to support our movement for change. Our
Champions also promote our services and our campaigning work to tackle the root causes of the
housing emergency.



A detailed description- What to include

When writing your volunteer role description, make sure it offers a good
volunteering experience. This will make sure the role is attractive to new
volunteers. Role descriptions should be consistent across your organisation and
follow your volunteer policy.

» What skills are you looking for in a volunteer?
= Time commitment

= Main tasks within the volunteering role

= Benefits to the volunteer

= Any support/training that can be offered

= Does the role require a DBS?

= Next steps



‘Detailed Description’ example

We are looking for committed and compassionate volunteers to support us with our mission to end youth homelessness. This is a flexible role to suit your availability
but ideally a minimum commitment of 6 hours a month would be great. Full training will be given.

Main tasks could include:

Thisis a varied role and you could do one, or all of the following activities:
*Deliveringtalks to local community groups about the work of our charity and the ways in which your audience could help us achieve our goals.
*Raise awareness of the charity and our work through talking to friends, family and on social media.
*Signpost peopleto ourlocal Community Hub if they are experiencinghomelessness.

*Spread the word in your community.

Benefits of Volunteering with us:

*Supportingusinour fight against homelessness
*Gain valuable experience
*Be part of a great team
*Build your confidence and develop transferable skills
*Enhances your CV - we can help you to update this and will provide references if necessary

*Get to know yourlocal community

Induction, Learning & Development
To enable you to take partin this opportunity, we will:
*Provide you with a volunteer handbook containingall relevant policies and procedures
*Provide an inductionand trainingto support you to do your volunteeringrole
*Pay “out of pocket” expensesin line with our volunteer expensespolicy

Next Steps:

To apply, simply click Join” and tell us a bit about yourself. We will get back to you as soon as possible and you will then be sent our applicationform. Thankyou for your
interestin volunteering with us!



How else can Spark a Change help you?

Volunteers in Somerset Facebook page to promote your opportunities- Volunteers in Somerset | Facebook

Monthly Volunteer Coordinators Forum
One to one support and guidance
Networking App — Discord (Please ask the volunteering team for a code).

Access to nationwide organisations to share toolkits and resources

Contact Spark a Change
volunteer@sparksomerset.org.uk for any help or support.

There is also a help centre that can be used to support navigation around the site-
Help Centre (deedmob.com)



https://www.facebook.com/groups/volunteersinsomerset
mailto:volunteer@sparksomerset.org.uk
https://help.deedmob.com/en

The Spark a Change journey so far

3784 volunteers registered 479 organisations registered
(As at April 2023) (As at April 2023)
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