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This guide will help you navigate the world of volunteering here
at UNDEB Bangor and hopefully answer any questions you may
have about volunteering. 

For Volunteers

What is a volunteer?
What is a volunteering project?
Who can volunteer?
Why should I volunteer?

When can I volunteer?
Who is responsible for
volunteering at UNDEB?
How do I volunteer?

Included in this guide:



A volunteer is someone who uses their spare time to contribute
to projects that benefit the community and themselves. There’s
so much you can do with UNDEB Bangor: our projects work with
children, the local community, nature and more!

What is a volunteer?



All our volunteering projects are led by students like you, we
call them Project Leaders. They organise and deliver the
activities of the project and can help you on your
volunteering journey. We will show you how to find our range
of volunteering projects in this guide.

What is a volunteering
project?



All students can volunteer! All you need is some spare time and
the willingness to contribute to our projects.

Who can volunteer?



You will have a direct impact on the local community and
environment. You will develop skills your course can’t teach. You
will gain experience your course can’t give. You will network with
people your course can’t offer. Your volunteering contributions
are recorded on your HEAR (Higher Education Achievement
Record). Perhaps best of all, you will develop lifelong friendships,
connect communities and build legacies.

Why should I volunteer?



You can volunteer as and when you wish! There is no
minimum requirement and no maximum number of hours
per week or month. 
You can commit as much or as little time as you like; it
could be an hour a month or 10 hours a week - it’s up to
you! 

You can joing a volunteering project any time of year. We
positively encourage students to join our volunteering

When can I volunteer?



Volunteering and Communities Coordinator: a permanent
member of staff overseeing all projects and communities. 
Volunteering Assisstant: a student member of staff,
assistant to the Coordinator.
Student Communities Officer: an elected student member
of staff with responsibility for volunteering and communities.  

Who is responsible for
volunteering at UNDEB?



Your first step is to create a volunteering profile. Click this link
to open the profile page and come back to the guide to follow
the next steps.

So, how do I volunteer?



Do I need experience to volunteer? No! Not at all. Volunteering is the perfect way to gain
experience to put on your CV.
Can I join more than one volunteering project? Yes, of course! Time management is key;
ensure you leave time for your studies but also to relax.
What happens if I need a DBS check? If you need a DBS check, we will be in touch.
Can I be a volunteer driver? Yes you can! Complete this form to Drive then contact
volunteering@undebbangor.com to chat with us about this. 
How can I become a project leader? If you’ve enjoyed volunteering and want to take on a
bigger role in the project, let a current project leader know and they will consider it during
the handover period. Also, look out for annual Project Leader nominations in March where
you can apply to lead other projects.
How do I create my own project? We welcome new applications through the form found
here (INSERT LINK) 

FAQs for volunteers

mailto:volunteering@undebbangor.com


This guide will help you navigate the world of leading a
volunteering project here at UNDEB Bangor and hopefully answer
any questions you may have about being a project leader.

For Project Leaders

What is a project leader?
What does a project leader do?
How do I gain volunteers?
Who do I need to know?
How to access your account

How to approve volunteers
How to access emails
How to approve timesheets
How to email volunteers
How to edit the website

Included in this guide:



Project Leaders are the heartbeat of our volunteering programme.
Thanks to project leaders and their projects, we've collectively
delivered thousands of hours of conservation work, served
thousands of free hot meals to local people in need, pulled
hundreds of kilograms of rubbish from Bangor's streets and
beaches, and brought joy to hundreds of children and elderly.
None of that happens without student leaders like you. 

What is a Project Leader?



The role varies by project, but all leaders: recruit and manage a
team of volunteers, communicate regularly with your volunteers,
coordinate and deliver activities, keep important documents up to
date, recruit new project leaders, handover the project and
attend development meetings to keep things running smoothly.  

What does a Project
Leader do?



Serendipity is your best chance to recruit volunteers. You will have
a stand amongst all the other volunteering projects at Bangor and
have the chance to speak to students as they make their way
round the event. Sell your project to them: why should they join
your project? what can they gain from volunteering with you?
(think about employability, fun experiences and to make friends). 

How do I gain volunteers?
Part 1



Social media presence is also a great way to expose your
project to wider audiences. Post regular pictures of your events
and activities to show what your project does. Use this form:
https://forms.office.com/e/7V9uXFezKS to be highlighted on
the main UNDEB Instagram.  

How do I gain volunteers?
Part 2

https://forms.office.com/e/7V9uXFezKS


Volunteering & Communties Coordinator: a permanent
member of staff overseeing all projects and communities
your first point of contact for all matters. Find their details
here:
Student Communities Officer: an elected student member
of staff with responsibility for volunteering and communities.
Find their details here:
Volunteering Assistant: a student member of staff,
assistant to the Coordinator.

Who do I need to know?



Go to www.undebbangor.com, and sign in at the top right hand
corner of the screen, using your project email address and password.
The password should have been given to you during the Handover. 

If not, you should reset
the password.

How to access your account

http://www.undebbangor.com/


How to approve volunteers
Part 1

Step 2: Click on Applications
under Opportunities.Step 1: Click the dropdown menu in

the top right corner of the website
and click on Manage Opportunities.  



How to approve volunteers
Part 2 Step 3: Click on the cog to the right

and then the box with a tick

Step 4: Select Approve and confirm



How to approve volunteer
timesheets Part 1

Step 1: Click the dropdown menu in
the top right corner of the website and

click on Manage Opportunities.  

Step 2: Click on Timesheet
Requests under Opportunities.



How to approve volunteer
timesheets Part 2

Step 3: Click on the cog and
then click on Edit Timesheet

All timesheet requests, both
approved and pending, will appear
in front of you. The status of the
request is visible on the right-hand
side and will either be Approved or
Pending, making it easy to find
timesheets that need approving. 



How to approve volunteer
timesheets Part 3

Step 4: Press Save at the
top of the page to approve

or decline the request.

The timesheet request will appear
and will already have Approve
selected. If you have good reason to
decline the request, maybe they’ve
entered more hours than they should
have, then you can select decline. If
you decline, you must explain why in
the Give feedback to the volunteer
section.  



How to access emails Part 1
To access your project’s shared mailbox, log into Outlook using your university
email address (in this example we use the online version, not desktop). 

Step 1: Navigate to your email address
on the left-hand side and hover your

mouse over it for three dots to appear. 

Step 2: Click the three dots and then
click Add shared folder or mailbox. 



How to access emails Part 2
Step 3: Enter your project email
address ending in undebbangor.com
and press continue. If a message comes
up saying you don’t have permission to
access this folder, please contact
volunteering@undebbangor.com  

You should now see
your project on the

left-hand side under
your email address.

mailto:volunteering@undebbangor.com


How to email volunteers
Part 1 Step 2: Click on the Action Cog for the opportunity currently

in progress and then click Volunteering Application.

Step 1: Click the
dropdown menu
in the top right
corner of the
website and

click on Manage
Opportunities.  



How to email volunteers
Part 2
Step 3: Export the list of

volunteers by clicking
Export to Excel.  

A spreadsheet with all the
details of your volunteers will
be downloaded onto your
computer. We will use this to
copy email addresses. 

Once finished with the
spreadsheet, please delete it
as it includes confidential
information about volunteers.



How to email volunteers
Part 3 Step 3: Compose a new email, click the drop

down and select your group’s email address  

Step 4: Copy and paste
the volunteers’ email

addresses into the Bcc
line. It is important you do

not use the To line. This
ensures that the email is

delivered to each
volunteer separately and

complies with GDPR.



How to edit the website
Part 1
Step 1: Click the dropdown menu in
the top right corner of the website

and click on Manage Opportunities.  

There is no need to create a new opportunity at the start if
the year, volunteers will be wiped from the opportunity
every year leaving you with 0 Active Registration. This

means volunteers and project leaders must apply to the
opportunity again even if they have previously volunteered.

Step 2: Click the cog under Action and
select the pencil to Edit Opportunity.



How to edit the website
Part 2

Number of Volunteers required is not
important, it does not affect the opportunity.

The Quota is the
maximum number of

volunteers able to sign up
to the opportunity. If you
reach the quota, no more
volunteers will be able to

apply.

Keep your Opportunity
listing title the same as

your project name.



How to edit the website
Part 3
Organisation / Project

Details can only be
edited by UNDEB staff.

Please contact the
Volunteering Coordinator

to have this section
amended.

Search listing Text: Enter words associated with
your project. If someone enters one of these
words in the search bar, your project will appear.

Key Responsibilities: Bullet
point key responsibilities of a
volunteer. 



How to edit the website
Part 4

Keep the Detail
Description about the
opportunity brief and

concise. Aim for 100-150
words to avoid too much

text on the website.

What you put in this section will appear in the red
Details widget on your project page on the website.



How to edit the website
Part 5

Open the Skills sections
and select accordingly.

Don’t forget to click
Save when you’re done!What you put in this section

will appear in the Grey
Widget on your project
page on the website.
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