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APPENDIX B – VOLUNTEER ENGAGEMENT FORM

V O L U N T E E R E N G A G E M E N T F O R M ( V E F ) Page 1 of 2

P E R S O N A L P A R T I C U L A R S

Name of Volunteer: Contact Number:

Email:

Description /
Purpose of Assignment:

Outcome / Goals

J O B D E S C R I P T I O N

Task Specifications

Skills Required 

Expected Commitment

Duration of Project

How the Task Helps
AWARE

Where is the Work to be
Carried Out

Notice Period
(Leave/Termination)

Project Supervisor



APPENDIX B – VOLUNTEER ENGAGEMENT FORM

V O L U N T E E R E N G A G E M E N T F O R M ( V E F ) Page 2 of 2

C O N F I R M A T I O N S B Y V O L U N T E E R

1. I confirm that I have been briefed on and agree to the scope and terms of the assignment

2. I also confirm that:

a. I will do my best to live up to my commitment.
i. Where I am unable to complete my assignment on time, I will give written notice to my Sub-

Committee Chair or Accountability Partner of the expected delay.
ii. If I am not able to complete the assignment, I will give to my Subcommittee Chair or Accountability

Partner the specific notice of my intention to discontinue the assignment.

b. I will exercise discretion when telling people outside of AWARE about the assignment, and I will not divulge
any information that might be prejudicial to AWARE.

c. I will avoid / declare all actual and potential conflicts of interest to my Sub-Committee Chair or
Accountability Partner.

d. I hereby assign and transfer to AWARE all ownership rights, title and interest in the copyright in the materials
or products that have been created or produced, or will be created or produced, by me solely or with others,
whether digital or not, in the course of my assignment, including but not limited to research compilations,
position papers, submissions, training materials, presentations, images, audio-video materials (“Work
Products”) and AWARE has the sole right to use, modify, adapt, reproduce, distribute, license and otherwise
utilize these Work Products as it so wishes without further reference to me. Where possible, AWARE will
provide appropriate attribution to my contribution to the assignment.

e. When I complete or end my assignment, I will hand over copies of all documents and materials (hard and soft
copy) relating to the assignment and ensure a smooth transition of my duties and responsibilities.

f. AWARE may discontinue an assignment if the volunteer:
 Is continually unresponsive
 Is absent from meetings more than 3 times in a year without justification
 Is not fulfilling the terms of the VEF even after due notice and guidance by the Accountability Partner.

AGREED BY: CONFIRMED BY:

Signature / Date: Signature / Date
[Name of Volunteer] [Name of Staff, Accountability Partner]

C H E C K L I S T F O R A C C O U N T A B I L I T Y P A R T N E R

AWARE Orientation  Yes  No Remarks:

Briefing on Task  Yes  No Remarks:

Briefing on Volunteer Guidelines  Yes  No Remarks:

Sign Volunteer Agreement  Yes  No Remarks:

Register & Sign up as Member  Yes  No Remarks:

CONFIRMED BY: [Name], Accountability Partner, [Date]




