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Policy to recruit and sub –contract trainers, representatives, host organisations and partners
Adopted at the CCIVS GA in Lviv, Ukraine, 2007

CCIVS is a global co-ordinating body implementing and contributing to projects on various themes relevant for its membership. CCIVS depends on the capacity and availability of its members and partners to render its input effective. In the past, decisions about partner organisations and trainers to be involved in activities have often been made on an ad hoc basis and under time pressure because of the absence of a clear policy how to proceed. We would like to propose guidelines for the future in order to render selection procedures and sub-contracts more transparent for the CCIVS membership.

This policy does NOT concern calls for participation in CCIVS events as the policy in these cases is already transparent enough: calls are sent to all organisations eligible based on the geographic or funding criteria the project is subject to. Selections are made by the prep team either on a first come first serve basis or on the basis of the quality of the application forms received. (The organisations are informed before hand about the selection criteria). Member organisations have a priority to attend CCIVS seminars and projects; non members are invited space permitting and have to pay a higher participation fee or receive a lower travel reimbursement than member organisations.

This policy concerns the following cases:

1. The recruitment of trainers and prep team members on behalf of CCIVS for activities, seminars and projects either run directly by CCIVS or for which CCIVS has been solicited to provide a trainer / team member.

2. The selection of host organisations for seminars and other projects directly organised under the responsibility of CCIVS

3. The selection of individual or organisational sub-contractors in the frame of projects (as writers, editors, graphic designers, producers for multi media products or related tasks)

4. The selection of individuals or representatives of organisations to represent CCIVS for a specific mission (speech, seat in an organisation where CCIVS is present, substitution of a representative)

Generally for all four categories it is proposed to send a request after each General Assembly for organisations to express their interest to function in one or several of the categories in case of need. The organisations replying to the request would be classified according to the contributions they can imagine to make and kept in a database at the CCIVS secretariat of potential hosts, trainers etc. They can specify whether their offer is made on an annual basis or commit themselves in principle for up to three years (the duration of a mandate between two general Assemblies). Each year an additional call or expression of interest will be sent to the members to complete the database for the remaining mandate. 

This expression of interest does not oblige the organisations to be available in a specific situation but determines a pool of potential contributors. When a specific need arises, the secretariat will contact the organisations of the category in question. Only when none of them is available for the specific case another call will be sent to all members responding to the geographic or other criteria. If the decision has to be taken under time pressure and none of the potential actors is available, the secretariat will take the decision together with the Vice President responsible for capacity building and quality improvement (QC). Once an organisation is selected for a specific role, the secretariat will conclude a contract with the organisation and consult with the treasurer in case the situation goes beyond the standard frame provided within the contract forms.

In addition to the general annual call the following more specific considerations are proposed for each category of partners:

a) The recruitment of trainers and prep team members on behalf of CCIVS for activities, seminars and projects either run directly by CCIVS or for which CCIVS has been solicited to provide a trainer / team member.

A prep team for a seminar should be constituted by representatives of member organisations including the host organisation. The composition of the prep team is monitored by the secretariat and the Vice President for capacity building and quality improvement (QC) as well as the Vice President for thematic coordination and global campaigns (TC). Members of the EC and/or the secretariat can form part of the prep team. There should be at least one member of the secretariat or the EC in the prep team in order to ensure the communication flow, financial management and follow up. The prep team can decide to cover all functions necessary to successfully run the event in question (function as chair persons, moderate and coordinate sessions, take minutes, present input etc) or decide to recruit additional trainers. The trainers can be representatives of member organisations or qualified individuals recruited from the larger circle of people experienced in the sphere of international voluntary service projects with a proven background as trainers. CCIVS will set up a Pool of trainers composed by people having acted as trainers for CCIVS at some point. Trainers will be paid on the basis of the possibilities of the specific project budget; a contract will be concluded with them and signed by the Director. The treasurer will be consulted if the specific situation goes beyond the dispositions described in this policy.

b) The selection of host or sending organisations for seminars and other projects directly organised under the responsibility of CCIVS

When project proposals are drafted, a host organisation has to be indicated. As it is not sure whether the proposal will be financed, it is not advisable (and often time wise not otherwise possible) to launch a large consultation at this point to identify the potential host. At the moment the proposal is drafted the secretariat will consult with the organisations having sent an expression of interest early in the year that correspond to the geographic or other criteria specific for the proposal to identify an organisation to put forward in the proposal. If none of the organisations in the list is available or suitable with regards to the criteria of the project, the secretariat will contact other member organisations corresponding to the criteria to verify their availability.

If the proposal concerns the future recruitment of volunteers (for example the office EVS), the secretariat will proceed as above. If the project proposal is accepted the secretariat will check if the organisation mentioned in the project application really has a volunteer who corresponds to the criteria of the project. If this is not the case a call will be sent to the geographically eligible member organisations.

c) The selection of individual or organisational sub-contractors in the frame of projects (as writers, editors, graphic designers, producers for multi media products or related tasks)

CCIVS has had several occasions in the past to develop multimedia products for its members. As these projects were developed, the need arose for an external expert input for graphic design, music production, drawings, film production, the development of CD ROMs etc. The companies, individuals and organisations engaged were recruited on an ad hoc basis by the secretariat. We propose to include a category media production / graphic design / other in the general call for an expression of interest to be sent to members. In this way the secretariat will requests estimates from those organisations having responded to the call before seeking outside. As for the trainers, a contract will be concluded with the organisations / individuals providing such external services if they exceed 300€.

d) The selection of individuals or representatives of organisations to represent CCIVS for a specific mission (speech, seat in an organisation where CCIVS is present, substitution of a representative)

It has also happened on an ad hoc basis that CCIVS is solicited to send representatives to a meeting or conference for a speech or to replace an acting external representative and that  neither a member of the secretariat nor of the EC are available to go. These questions as well as any question related to external representation in general should be discussed between the secretariat and the Vice President for External Representation (ER) who will take a decision on the most appropriate person to be approached. If the mission involves any costs to be carried by CCIVS, they are covered by mission expenses; the treasurer needs to be consulted if they exceed the amounts initially foreseen in the budget. Any travel costs, per diems and other amounts involved in such a mission must be processed through the CCIVS accounts for reasons of transparency and the overall volume of CCIVS affairs.
